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“Foust Ladies of Setters” 


PN amelace)(ele(-M ois Malate Relell-< Me), 


Letters” who were awarded free 
Remington Duchess Lady Shavers 
at the annual Convention of the 
National Secretaries Association. 
Now they have a truly “crown” 
gift—the Remington Duchess, 
distinctively styled for personal 
needs. Their names were drawn 
from those of thousands of girls 
who wrote in to tell us how they 


liked Remington Rand Carbon 
Paper. Here’s what a few of them 
had tosay... 

. great, even with nine copies 

.exceptional durability 

. does not smudge 

. keeps your fingers clean 

. good black, clear copies 
Why not streamline your typing 
tasks as these smart secretaries 
I POT Le La 


Division of SPERRY RAND CORPORATION 


have done? There’s a Remington 
Rand Carbon Paper for your every 
office need. Especially Remington 
Rand Beautyrite Carbon Paper. 
You'll get up to 15 sparkling-clean . 
reo} o} [5 e) Modal aR Ad ol Lale B 

FREE CARBON PAPER SAMPLES 
Write today for your free carbon 
paper samples to: Remington 
1944, 315 Fourth 
Avenue, New York 10. 


Rand, Room 
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**A secretary’s life,” cried Sue, “is often very busy « 
With typing, filing, phones, dictation — here’s one 
A friend said, ““Why not ask 
¢ With Dictaphone 
rIME-MASTER.* For that tip he’ll hike your pay.” 


blonde who’s dizzy.” « 


your boss to work my boss’s way 





‘Just press a button—think out loud. That’s all he has 
to do +* To dictate any time or place. Less overtime 
for you. « You’ll both work faster, easier, better. You 
never will mistake his words on Dictabelts, the plastic 


records that can’t break.” 











Now Suzie’s boss has Ais TIME-MASTER, she’s a hap- 


pier “sec.” * Her typing goes much faster and, it’s 
always right, by heck « Relaxed, she transcribes from 
clear Dictabelts as easily as listening to the telephone. 


Her work f-l-o-w-s pleasily. 








“T schedule my own work; I’ve got more time left 
to help out the boss and learn the business and ad- 
rIME-MASTER on your 


boss’s desk will make your job as pleasant. * So mail 


vance,”’ you hear Sue shout. « 


the coupon for the facts plus this free, handy present. 








*The complete name is Dictaphone 


TIME-MASTER dictating machine 


DICTAPHONE.. 





DICTAPHONE 


TIME-MASTER DICTATING MACHINE os 


CTAPHONE 


Time 


FIRST IN SALES AND SERVICE OF DICTATING MACHINES THE WORLD AROUND 


eeeeeeeveeeeeeeeeeeeeeeeeeeeeneeenenenenee 
. 

* DICTAPHONE CORPORATION, Dept. TS-95, 

* 420 Lexington Ave., New York 17, N. Y. 

* (-) Please send me all the facts about how my boss and 
* I can work easier and better with Dictaphone TIME. 
e MASTER, 

* And don’t forget to send, FREE, my copy of Letter 
e Perfect—the 84-page secretary’s handbook. (Regular 
* price: 50¢) 

. WO Fs cb kc ccccdocsnvesseneascruscosscescteenee 
© Tied Faw Wate coc ccwvccescccocssvsonsevescvecsees 
= SOS ADRES. . 2.22 ccccccccccccccccccccccccccsovece 
: Gltr B BORRicccccccscecccnvcans State. ee 
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wa re TABELT ARE REG TERED TRADE MARKS OF OD TAPHONE ORPORATIOP 
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N our cover—Spotlight on jerkins! 

Here’s one in Sanforlan washable 
wool flannel, styled with a deep V-neck to 
reveal blouse detail generously. It is fea- 
tured with a slim sheath skirt of the same 
fabric. Fuzzy white angora gives interest- 
ing contrast to the pocket flaps. 

Both the jerkin and the skirt carry the 
Sanforlan label, which means that they 
can be washed repeatedly without danger 
of shrinking out of their original fit. In 
charcoal or brown flannel, sizes 8-18. 
Jerkin, about $11. Skirt, about $10. For 
the store in your area carrying this mer- 
chandise, write to Nardis of Dallas, 1407 
Broadway, New York. 


Readjusting Your Sights 


You VE JUST PUT AWAY your summer 
cottons with a sigh of relief that hot, sul- 
try days are over for another year at least. 
And, with the beginning of a new season, 
comes renewed energy and fresh enthu- 
siasm—for your job, your wardrobe, and 
your personal appearance. 

This month we’ve planned several fea- 
tures to start you well on your way 
towards readjusting your sights—job-wise 
and fashion-wise. If work has piled up on 
the job after summer vacations, and you're 
wondering how you'll ever straighten 
things out, don’t miss John Whitcomb’s 
article—The Too-Busy Blues—telling you 
how to organize yourself. 

Fashion-wise, our Good Looks section 
this month offers endless possibilities for 
giving your wardrobe a new look that will 
last right through the winter. And, just in 
case there are some of you who can’t 
readjust your sights properly because you 
feel that glasses detract from a glamorous 
appearance, we've had our beauty editor 
do some research on different types of 
frames for glasses. Whether you have a 
diamond-, square-, or heart-shaped face, 
you'll find, when you read Attractive 
Spec-ulation, that glasses can be a real 
fashion accessory. 


Calling All Secretaries 


Ever pREAMED of seeing yourself—ele- 
gant, poised, and beautiful, pictured in a 
national fashion magazine wearing a love- 
ly dress that, even more fantastic, be- 
longed to you? If you have, the new 





Kay Windsor Secretary -of-the-Month con- 
test may well be the answer to all your 
cover-girl aspirations. 

In a nationwide promotion, dress manu- 
facturer Kay Windsor will choose the Sec- 
retary-of-the-Month and present her with 
a wardrobe of Kay Windsor dresses, a 
new one each month for 12 months. In 
addition, a picture of the winning secre- 
tary and a short biographical sketch of 
her will also appear in a Kay Windsor ad 
in a leading fashion magazine. 

lo enter the contest, you merely finish 
this sentence in 25 words or less: “Kay 
Windsor is the look career girls love be- 
cause ...”, and attach a small photograph 
ot yourself to the entry. 

Watch local newspapers for an early 
announcement of this contest and infor- 
mation on how and where you can enter 
it. Official entry blanks will be available at 
one leading department store in each city 
or town. Further information may also 
be obtained by writing to Kay Windsor, 
1400 Broadway, New York City. 


Sorry for the Omission! 


fue OGA Contest CLus submitted 
by Sister Mary Leona, St. Patrick’s High 
School, Frederiksted, St. Croix, Virgin 
Islands, won a Gold Seal Honorable Men- 
tion Certificate for the school and the gold 
O GA pin for the teacher. 


Word from Out West 


Eacn YEAR we have a particularly ex- 
citing feeling when the OGA entries 
come in to the Gregg Awards department 
from all over the world. We look upon 
this time as a sort of family reunion of 
Greggites by mail! 

Many of the entries are accompanied 
by stories and anecdotes about the con- 
test. We'd like to compile an entire issue 
ot ‘Topay’s SECRETARY on just these sto- 
rics, but space limitations say “No.” 

However, we feel that many of our 
readers would find real value in learning 
about the activities of one school out 
West during the last awards contest. Un- 
der the direction of their typing teacher, 
Mrs. Mary M. Yomsen, students at Berke- 
ley High School, in Berkeley, California, 
found a unique method for financing their 
awards entries. They compiled and mime- 
ographed a “Memory Book” for graduat- 
ing seniors. 

Attractively laid out with simple line 
drawings, the contents included a diary 
with space for notations on each day of 
the year, a section for personal data, and 
several pages for keeping pertinent in- 
formation on the tastes and preferences of 
friends and relatives. The book was 
bound in a soft cardboard cover and sold 
to members of the senior class. 

The project not only showed a great 
deal of ingenuity on the part of Mrs. 
Tomsen’s typing class, but also was an 
effective method for putting into practice 
all the theories the students had learned 
in typing and mimeographing classes. 

Perhaps your school also has a_ pet 
project built around the awards program 
every year. If so, let us hear about it, 
and maybe you can share it with fellow 
Gregg artists in other parts of the country 
and other parts of the world. 
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ABOUT 
DICTATION DISCS 


Unbreakable 
Pure Vinylite 
a 


Each long play record contains 
45 minutes of dictation 


° 

Large 12-inch size 

(except 45 rpm) 
* 


Unsurpassed clarity of tone, 
each word distinctly spoken 














A partial list of leading schools 
that have incorporated Dictation 
Discs into their shorthand train- 


ing program. 


American Institute of Business 
General Electric Co 
Columbia University 

St. Teresa’s Academy 

Mercy High School 

Good Counsel High School 

M. St. Narcisse 

Nazareth Academy Convent 
Mitchell College 

University of Tulsa 

Sparks College 

Somersworth School District 
Benson School of Commerce 
Billings Bus. Col 

Smith School of Business 
Virginia State College 
National School of Business 
Geneva College 

Tama High School 

St. Patrick Academy 
Morgan State College 
University of Maryland 
Eastern lUinois State College 
Northboro High School 
Consolidated District 29 
Hamburg Senior High School 
University of Connecticut 
Take-A-Letter Steno Service 
Watertown School of Commerce 
Cecil's Business College 
Baltimore Institute 

Salt City Business College 
Enid Business College 











BIG BUSINESS WANTS YOU! 


The New York TIMES, on May 
15, 1955, revealed want ads for 
no less than 452 stenographers 
and secretaries. Of these, more 
than 36% advertised salaries of 
$75 a week and higher! 


What does this mean to you? It means that 
as a stenographer you are first-line material 
for one of these jobs .... for never before has 
the demand for rapid stenographers been so 
great as it is today! Experience is sometimes a 
factor in getting the better jobs, but there is no 
substitute for efficient shorthand speed. Just 
show the man behind the hiring desk a speed 
of 120 w.a.m. and you've got the job! 


That’s why we have the Dictation Disc. These 
records were specifically designed to bring you 
up to speeds of 120 w.a.m. and higher in the 
shortest possible time. You hit the 120 speed as 
rapidly as you yourself can progress. You set 
your own practice sessions custom-tailored to 
your own speeds. You practice penmanship, 
then speed, back to penmanship, then back to 
speed. You WILL progress rapidly with Dicta- 
tion Dises, because you will be getting preci- 
ston-timed, planned repetition practice. Your 
hand develops rhythm, and the automatic re- 
action, so important in the shorthand writing 
technique. You write easier—you write faster. 


he first raise you receive will pay for 
Dictation Dises, and with the speed you 


have acquired you will be slated for top 
secretarial rank. 


4 5 RPM EXTENDED PLAY 
RECORDS ALSO AVAILABLE 


FULLY GUARANTEED AGAINST FLAWS AND DEFECTS 


USE COUPON TODAY Vig) 





DICTATION DISC CO. ALL SPEEDS! 
509 Sth Ave., Dept. 113, N. Y¥. 17, N. Y. 
45 rpm 78 rpm 33'/3 rpm LP 
$1.75 each $2.50 each $5.00 each 
(_] No. 1 60 & 70 wam Cj [ ] No. 1 60 to 90 wam 
[_] No. 2 70 & 80 wam a {_} No. 2 70 to 100 wam 
[} No. 3 80 & 90 wam a ._] No. 3 90 to 120 wam 
[|No.490&100wam ([]) [_] No. 4 100 to 130 wam 
[}No.5100&110wam ([() [_] Complete set $18.00 
}No.6100&110wam [) [_} Entire series $33.00 


}No.7110&120wam () 
|}No.8120&130wam [) 
(_] Complete set of 12” Standard 78 rpm records $18.00 
C) Complete set of 45 rom EXTENDED PLAY records $12.50 


SPEED GUARANTEED OR YOUR MONEY BACK 
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A Filing Program that’s Modern, Realistic, Authentic 





_J Progressive Filing— Sixth Edition 
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F trace Meters for Pooessive Fling — Base and Atvanoad \_ 

















J Workbook Exercises in Alphabetic Filing \_1 
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TEACHABLE, Carefully 
integrated BASIC TEXT 


A new presentation, in color, that condenses 
the bases of all filing into trventy simplified 
rules ... easily understood, easily retained. 


Complete cycle of filing activities, from in- 
dexing to transferring, presented early in 
the text ... what an advantage for short- 
course teaching! 


De mounstration-centered illustrations ... 
emphasis on activity, not on equipment... 
more than 100 illustrations in this 160-page 
text. 


Equal emphasis -on filing in small offices 
and in large, centralized departments. 
Progressive Filing, Sixth Edition ... so 
brief, so clear, so simply stated... that it is 
virtually self-teaching! 


EASY-TO-USE 

WORKBOOK EXERCISES 

A short course in itself... alphabetic filing 
rules are stated right in this supplementary 
workbook for convenient use in doing the 
correlated exercises. 


Miniature forms provided for putting the 
filing rules into effect. 


COMPLETE TEACHER'S 
MANUAL AND KEY 

A guide to all kinds of filing programs. 
Solutions to all exercises and helpful teach- 
ing suggestions based on classroom experi- 


ence in the teaching of filing... high school 
and college. 


RE-USABLE 

PRACTICE MATERIALS 

No gummed labels to stick on tabs... no 
mutilation of guides and folders ... vo 


waste! Your bargain buy in quality filing. 


Basic Set- 
Complete, ready-to-use practice units in 
1 Alphabetic Card Filing 
2 Variadex Alphabetic Correspondence 
Filing IN FIVE 
AUTHENTIC COLORS 


3 Numeric Filing 


Advanced Set-— 

Complete, ready-to-use practice units in 
4 Subject Filing 
5 Geographic Filing 


Exercises in 
6 Triple-Check Automatic Filing 
7 Decimal Subject Filing 
8 Soundex Filing 


Miniature Letters— 


Seventy-five of them... realistic ... ex- 
pertly and authoritatively prepared to sim- 
plify teaching and learning. Collated for 
instant checking. 


Practice Instruction Manual— 


Straight-speaking student booklet of in- 
structions for doing practice units and ex- 
ercises ... simply written ... complete... 
explicit. 


GREGG PUBLISHING DIVISION New York 36, 330 W. 42d St. 
2 : Chicago 30, 4655 Chase Ave., Lincolnwood 
McGraw-Hill Book Company, Inc. San Francisco 4, 68 Post St. 


Dallas 2, 501 Elm St. 
Toronto 4, 253 Spadina Rd. 


Serving Business Education Through Publishing London E. C. 4, 95 Farringdon St 
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' The story of 
the chrysanthemum 
and the new 
Royal electric 





This chrysanthemum weighs about two 
ounces. 


It takes less weight than this to press 
down a single key of the new Royal Elec- 
tric. When you get to the end of the line, 
it takes only three ounces to press the 
carriage return key. 
























These two everyday operations are 26 
times easier to do on the new Royal Elec- 
tric than on a non-electric typewriter. 
This is why you need a new Royal 
Electric. 

You do your usual quota of work with 
time to spare. Your fingers aren’t dog- 
tired at the end of the day. Your typing 
looks “‘super.”’ It has the uniformity of 
appearance that makes the letters you 
write sharp and clear. You will be proud to 
take them into the boss for his signature. 


Today’s the day to ask for an office 
demonstration. 


RQYAL electric 


standard + portable + roytype™ business supplies 


Royal Typewriter Company, Division of Royel McBee Corporation 
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WE WHISK 
MISTAKES 
AWAY THE 
BEST WAY 





BY THE 


MILLIONS 


“The faster and cleaner we cor- 
rect mistakes in shorthand and 
typing, the calmer our tempers, 
the better our work. That’s why 
we ask for Weldon Roberts 
Erasers, typists’ top favorites, for 
quality, uniformity, easy-to-use 
shapes. We know the best dealers 
have them. We always ask our 
bosses for them.” 

WELDON ROBERTS RUBBER CO. 

365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 


BRAND NEW! Weldon Roberts Eraser No 
378 GRAYPOINT. Convenient paper wrapped 
eraser with pull string for easy pointing. Core 
of quality gray rubber, ideal for erasing ink 
und typewriting. 
~~ 
UPR IT Tg eee 


Correct Mistakes in Any Language 











SAVE TYPING TIME 


with FLICK a LINE 
the only 4 way copy holder 

















Right or Left! High or Low! 
Simply reverse the panel in the slot 
Rubber wheel operates line finder. 

Genuine walnut base. 


Pencil groove and bookledge. 
Inclined masonite panel 8%," x 14”. 


ONLY $5 95 prepaid 


SMART COPY CATS na « 
find the line .. . everytime 
with Flick a Line 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Kentucky 
6 














THE BOSS SPEAKS OUT 








Good Secretaries 


can't be pigeonholed 


SAYS ELLIOT 


DOFT 


Assistant to the President of Princeton Knitting Mills, ¥ aterbury, Connecticut 


DON’T DEMAND MUCH of a 

secretary. If she is a sparkling, 
friendly representative who makes 
a good impression on everyone that 
visits my office; if she is diplomatic, 
something of a mindreader, and my 
good right arm, I’m perfectly satis- 
fied—assuming she has first-rate 
stenographic skills too. 

More seriously, though, I don't 
believe a good secretary can be 
pigeonholed. I doubt if any boss 
can make up a neat little list of his 
secretary's virtues and say, “This is 
what makes a good secretary.” Be- 
cause each day discloses new tal- 
ents in a good secretary. 


I'M SURE, FOR INSTANCE, that Mrs. 
Hortley Le Blang, who has been 
my secretary for about two years, is 
at least a genius. We have certain 
key men here at Princeton Mills 
who are extremely valuable to our 
operation. If one of these men quit, 
it would be an extremely difficult 
task to replace him. But, if my sec- 
retary should quit, I wouldn't be fit 
to live with for a month. 

For example, there’s Mrs. Le 
Blang’s talent with people. In an in- 
dustry where pressure is the norm, 
rather than something that happens 
occasionally, she deals with design- 
ers, manufacturers, salesmen, and 
advertising people. Occasionally, 
she sees these people only to 
tell them that I’m unavailable—not 
a pleasant duty when they have 
taken the trouble to come to my 
office for the express purpose of 
seeing me. 

Yet, she sends these people away 
with such tact and diplomacy that 
they are never offended nor antag- 
onized. I’m always confident that 
I'll be warmly received when I fi- 
nally do contact them. 

Since Mrs. Le Blang has become 
a part of Princeton Knitting Mills, 
she has daily become a more valu- 
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able asset. We make over fifty prod- 
ucts that are pinpointed towards 
women’s fashions, so it is only natu- 
ral for me to call in my secretary 
and ask her advice on new items. 
In many cases her views have been 
an important factor in the final 
decision on the merits of a new 
product. 


| THINK AN EXECUTIVE must also de- 
pend on his secretary to be his eyes 
and ears, as well as his “good right 
arm. It often amuses me to note 
how a good secretary gradually 
reaches this stage. When she is first 
with a firm she refers to “the com- 
pany’ and “they”—but, in a short 
while, she’s saying “my company” 
and “we.” That's when she becomes 
as alert to a competitor's products 
as her boss is. Maybe more so. On 
occasion, my secretary has brought 
to my attention new competitive 
products that I might have missed. 

And there are times, too, when 
an executive must make decisions 
about the people who work with 
him without any guide but a writ- 
ten report. If his secretary is a 
warm, friendly person, someone 
who has made it her business to 
know the people who work around 
her, then his job is simplified. In 
such cases, her advice, based on 
first-hand knowledge, often enables 
the boss to make wiser decisions. 

Any secretary who shows sincere 
interest in her work and a willing- 
ness to extend herself into allied 
fields, will soon be almost indispen- 
sable to her boss. He needs her ver- 
satility and enthusiasm in order to 
do his own job better. And that, in 
my opinion, is the measure of a 
successful secretary: She makes it 
easier for her boss to do his work. 

Of course. no boss can show the 
value of such loyalty on a pay check 
—who could afford to pay that 
much! 


when .. . ridiculous as it might seem, she 
uttered a fervent ‘thank you" intended NOT 
for her dancing partner . . . but for that 


pleasant Panama-Beaver man. 


Panama-Beaver men don't ordinarily look for 
thanks but they get plenty of them anyway. The 
gal doing the Mambo was simply overwhelmed 
with gratitude. Panama-Beaver Carbon Paper 
lightened her typing chores as much as 50% 
by producing sharper, more legible copies, 
plus the fact it permitted the cleanest erasures, 
stopped carbon smudge and streaking. Doing 
the Mambo she NEEDED that extra energy. 


Perhaps you don't dance. Yes or No, you'll feel 
better, work better when you use Panama-Beaver 
Carbon Paper. Have the Panama-Beaver man show 
you with the dramatic ‘Split Comparison" test . . . why 


your present Carbon saps your energy. 

And while he’s there he’ll give you a 
certificate for 2 FREE half hour Dancing Lessons 
at your nearest FRED ASTAIRE DANCE STUDIO. 


Photo posed for by 
instructors of Fred Astaire 


“ence wee = Mail Coupon NOW! - - == 


PAN NAMA: BEAVER | hmmm 


| wont to see the Panomo-Beover ““sflie Comporison 
/ Test’ at no obligation and at the same time receive 
my gift certificate for 2 FREE half hour lessons ot 
Lr to Cond Distribution 


my neorest Fred Astaire Dance Studie. 


Nome 
Cc 








Street 
City 
State 





MANIFOLD Suppuies Co. 
19 Rector St. New York 6, N. Y. 
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MERIDIAN EVR-FLAT CARBONS - EYE-SAVER UNIMASTERS - LUSTRA COLORFUL INKED RIBBONS 
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“MY BOSS 
AGREES : 

WITH 

ME!" 


We both think our IBM Electric 


IS Live best Libitip, Likal CVCI 


happened to our office! 


l'yping’s a breeze now. It 
takes less than 3 ounces to 
work every IBM key— including 
the carriage return. My old 
manual required 2 pounds of 
pressure—plus 15 pounds for 
the carriage return. So | turn 
out my work in record time— 
thanks to my easy-to-use IBM. 
No more piled-up work—no 
more tired-out me these days. 


See why my boss is happy, too? 


You and your boss can get 





more information and an 
IBM demonstration by calling 
your nearest IBM office. 





IBM ELECTRIC 
TYPEWRITERS |... OUTSELL ALL OTHER ELECTRICS COMBINED! 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Where Are You Going? 


LL OF US like to contemplate 
A our own uniqueness. We take 
great pride in our own individuality 
and personality. But what happens 
to that individuality when people 
set out to look for a job? 

Obviously, uniqueness and _per- 
sonality don’t just disappear when 
a girl goes job hunting. But, if you 
sat in a personnel office all day, as 
I do, you might think so. Girls who 
assure me that figures and detail 
are torture to them will come in 
to be interviewed for an opening 
in the accounting department. A 
quiet, shy girl who dislikes meeting 
strangers will arrive to inquire 
about the opening for a receptionist. 

Is it any wonder that I’m begin- 
ning to get the impression that 
most girls don’t know where they're 
going? As job hunters, they seem 
to feel that they must forget that 
they have individuality and spe- 
cialized interests in life. More often 
than not, a girl comes in for an 
interview simply because this is a 
personnel office and that’s the place 
you go to see about jobs. She is 
looking for a job, so she’s obviously 
come to the right place. 

But has she? 


It’s TRUE that this is a personnel 
office, but it’s part of a publishing 
firm. Unless a secretary is inter- 
ested in publishing and wants to 
work in that field, she’s in the 
wrong personnel office. 

Recently, I interviewed a girl for 
a junior secretarial job we had open. 
Her skills were good, she was at- 


tractive, and she had a pleasant 
personality—in ract, sae was the 
sort of girl personnel directors 
dream about. Then, | happened to 
ask her why she was interested in 
the publishing fieid. 

She gave me a blank look and 
then smiled sweetly. “Well, I'm not 
particularly interested in publish- 
ing,” she explained, “but a friend 
of mine who knew I was looking 
for a job told me about the opening 
here. 

I asked her what field she was 
interested in. She smiled sweetly 
again, “I honestly don't know.” 


I WONDERED how anyone as intelli- 
gent as this girl seemed to be could 
tail to know what she was inter- 
ested in. “What subjects did you 
like best in school? Do you have 
any special hobbies?” | inquired. 

“I think I explained that I took 
my business course in high school,” 
she told me. “I was a dramatics 
major in college, and now I do a lot 
of work with a uittle theater group 
in my neighvorhocd; but i'm not 
good enough to get a job as a pro- 
fessional actress. t do have to make 
a living, though. So here I am.” 

So there she was—a personnel di- 
rectors dream—and I didn’t even 
send her in to talk with the editor 
who needed the junior secretary. 
Instead, I sent her to a friend of 
mine who works in the personnel 
department of one cf the major tele- 
vision networks. She’d mentioned 
that she had a job open for a sec- 
retary to a producer. 


THE GIRL GOT THE jos. Her work 
involves screening scripts for shows, 
contacting talent, designers, cos- 
tumers—the whole busy world of 
dramatics that she loves. 

She called me the other day to 
tell me how much she likes her new 
job and to thank me. She says she’s 
taking a workshop course in tele- 
vision this fall. Her company will 
pay for half the course, a program 
that a number of companies offer 
to their employees today. 

She still hasn’t told me what she 
was doing in a publishing office 
when her interest lies in dramatics! 
I'll never understand why she wasn't 
running around to the network of- 
fices, theatrical agencies, or motion- 
picture studios. They need good 
secretaries as much as we do. 

Although, come to think of it, 
there are jobs in television and mo- 
tion-picture studios that wouldn't 
have suited a dramatics major. For 
instance, if she had been experi- 
enced enough to get a job as secre- 
tary to the president of the network 
(she wasn’t), she probably wouldn't 
have enjoyed her job. She just hap- 
pened to get one of the few posi- 
tions with the network that involved 
her special interests and abilities. 


THAT'S WHY IT’S IMPORTANT to re- 
member that even in a given field, 
many different kinds of secretaries 
are needed. As I indicated before, 
I would not send a secretary who 
disliked figures to the accounting 
department. And prospective secre- 


taries sent (Continued on page 56 
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get greater BOSS APPEAL 


and grin while getting it with 


EVEN 
AS YOU 
AND | 


Now only $1.00 


a $2.00 value 








SOME HELPFUL REFLECTIONS FOR ALL 
SECRETARIES . . . . . AND THEIR DICTATORS 


Human humorous . and so helpful, 
this book is a rib-tickling excursion through 


every secretary-boss situation you'll ever en- 


counter. Behind each laugh is a lesson in 
office relations to profit from again and 
again. Order one for your boss, too 

he'll love it. 


P.S. it’s a graduation or office-party gift 
with real originality. 








l Roger Stephens, Publisher | 
l 1485 Prospect St., Westfield, New Jersey | 
Yes, | want to become the ideal secretary. | 
Enclosed is $ for copies of | 
l Even As You and I. | 
| NAME ee = : : 
: ADDRESS | 
| city STATE all 
ee ee cee ee ee ee ee ee ee we ee ee ee we we | 





SPIRIT 
DUPLICATORS 


o7 elem lem i Sle7,| 
FOR YOU! 





Electric or 
Manual 
Models 
Available 







olors at ee 
these duft at 


MakeaG i impr 


BOOKLET TELLS 


FREE ow ano way v 
THE CORPORATION 


loo4 S. Kostner Ave., Chicago 23, III 


! Please send free booklet on the Conquerors and complete 
| details. No obligation of course 
" Name 





Company 
1 Address 
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Q. Will you please distinguish between the 
x 


words “p i tical” and ™ prac ticable” 7 


{. The words practical and practicable 
are very confusing to many persons. 
Practical to theoretical, 
and it applies to that which can actual- 
ly be to “Motor 
trucks are practical for large farms.” 


is opposed 


turned account; as 
Practicable applies to that which is 
of 


“Trans-Arctic flights have recently been 


capable being accomplished; as 
found practicable.” A device for remem- 
bering the distinction is to link the word 


capable with the able in practicable. 





Q. In a discussion in the office, it was held 
‘ f 


that a person becomes legally of age and 
may inherit property (a) the day before his 
2Ist birthday. (b) on his 21st birthday, and 
(c) 24 hours after his 21st birthday. Which 


is correct? 


A. A person becomes legally of age the 
day before his 21st birthday; 
correct. 


is 


(a) 


Q. In our patent law office, several girls 
f [ 


were stumped by the follou ing sentence, in 


which the word “whoever” “whomever” 


or 
is necessary. Wouldn't “whomever” be the 
correct form? 
I presume I am free to disclose Mr. 
Brown's patent applications to Mr. 


Smith and to (whoever, whomever) 


makes this search for him. 


A. Uncertainty over the choice of who- 


ever or whomever is a very common 
problem with writers and transcribers. 

The pronoun whoever is often wrong- 
ly put into the objective form whomever 
because it appears to be the object ofa 
preceding verb or preposition. Thus, in 


the 


sentence you quote, the correct 
form would be: “I presume I am free to 
disclose Mr. Brown's patent applica- 
tions to Mr. Smith and to whoever 


makes this searen ior him,” because the 
pronoun whoever is the subject of the 
verb ma.es—not the object of the prepo- 


sition fo. 
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Q. While walking to the elevator on the 
street floor of an office building during a 
fell. 


owners 


rainstorm, a stenographer 
Are the 


for 


suffering 
of the 


injuries 


injuries. 


liable 


serious 
building 
suffered ? 


damages for 


4. No. The wet feet of people coming 
from the wet sidewalks render hallways 
of buildings more slippery than they 
otherwise would be. It is not the duty 
of persons in control of such buildings 
to keep a large force of moppers to mop 
up the water brought into the building 
by wet feet or clothing or umbrellas. 


Q. When IT went to work on my first job 
several months ago, I typed a married lady's 
(Mrs.) Mary Doe. She 


returned the letter to me. say- 


name on a letter as: 
immediately 
ing she wished it signed Mrs. John Doe as 
Mrs. John Doe. 
What reference initials should I use in such 


she uses the pen signature 


a case’ 
A. Even though a married woman 
wishes to be addressed as Mrs. John 


Doe and her typewritten signature is so 
typed, her penwritten signature above 


the typewritten one should be Mary 
Doe. The reference initials would be 
M.D. 





Q. Is the singular or plural verb correct in 


this sentence? “There was (were) a thou- 
sand dollars left in the bank account.” 

I'd also like to knou which 
“There 


about ten thousand square feet of land con- 
tained in the lot.” Does it make a difference 


verb is cor- 


rect when writing, was (were) 


whether figures are used or the number of 


square feet is written in words? 


A. A 


money 


of 
a quantity to 
refer to a single unit. Therefore, a sin- 


noun expressing an amount 


or is considered 
gular verb is used. In each sentence that 
you quote the verb should be was: 
There was a thousand dollars left. 
... There was about 10,000 square 
feet of land. ... 
In business correspondence, figures 
are preferable to words for representing 
quantitics, measurements, weights, etc. 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 


Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting ......... Harold H. Smith 
Business Arithmetic .. Vivian W. Kline 
Shorthand .......... Charles E. Zoubek 
. ere Gilbert Kahn 


Q. Coming home late at night from a party. 
the driver of a car fell asleep at the wheel 
causing the car to collide with another car 
coming from the opposite direction. A 
friend riding with him was seriously hurt. 
Can the driver be held liable in damages 


for the injuries suffered by his friend? 


{. Yes. Falling asleep at the wheel 
while operating a car is evidence of neg- 
ligence. It was the duty of the driver to 
keep awake or cease to drive. The fact 
that the friend was a nonpaying pas- 
senger does not relieve the driver from 
liability. 





ae 





SENSATIONAL NEW 
EAGLE-A TYPE-ERASE PAPER 


/ 


Q. Why is it that my arm gets very tired 
whenever I take much shorthand or when Typing errors erase without a trace, leaving no smudge 
I! take dictation at a higher speed than 
usual, and | sometimes feel it impossible 


to continue 7 
. Fast, easy erasures. Eagle-A’s amazing new Type-Erase paper is the 
4. It is perfectly natural for a person 


; Ah, ae talk of typists everywhere! At the touch of an ordinary pencil eraser, 
to get tired taking sustained dictation. . ’ 


it is aructine werk typing errors “wipe” right off the surface of Type-Erase — leaving no 
a So . 

There are a number of ways this tired- mark! An attractive rag content paper, it’s available in bond and onion 

ness can be overcome. One way is to skin weights — in packets or the convenient Eagle-A “Hinge-Top” box. 


practice taking sustained dictation. 
Start out by taking dictation for a few : ‘ : 
minutes ot 0 time end building up to Saves time and paper. No more tedious, messy erasures 
fifteen minutes. thirty minutes. etc. ...no more letters retyped because of smudge marks. a 
Another way to overcome dictation With Type-Erase, you can erase an error and retype in Ve \ 


fatigue is to raise your shorthand writ- seconds. And just try to detect the correction! Eagle-A 
ing speed. When you find it hard to keep 


\~X 
mp ee? | 
up with the dictation, you have to strain Type-Erase paper comes in letter and legal sizes, plain or ky 
constantly to write everything down. ruled. Ask for it at your stationer’s. 4 

This strain, after a length of time, ac- 
tually creates a feeling of fatigue. When 
you can take dictation without straining. 


you will find that you can write for any [ogee 
icaieiek oF iowa elisa eeleaminns thea EAGLE-A \@& BOXED FREE OFFER TO SECRETARIES 


Q. Whenever I make out a check w my TYPEWRITER PAPERS AND TEACHERS 


doctor, I wonder if I should make the check AMERICAN WRITING PAPER CORPORATION 
out to “Dr. A. S. Brown” or “A. S. Brown, NOLYOER, MASS... SOME. VE 


M.D.”? Which form is correct? Send FREE test sheets of Eagle-A Type-Erase 





100% RAG EXTRA No. 1: Coupon Bond 


100% RAG: Agawam Bond; Coupon, Agawam Onion Skins paper and your Letter Placement Guide: 
, 1. — ~ legally, a doctor's name con 75% RAG: Contract Bond » 50% RAG: Acceptance Bond NAME 
tains neither Dr. before it nor M.D. . sane 
. P ‘ ee 25% RAG: Trojan Bond, Onion Skin an . Cover 
alter it, neither abbreviation should be 
written om a check to a doctor. SULPHITE: Quality Bond, Onion Skin and Manifold pabrie 


SECRETARIES: clip coupon to firm letterheed. 
TEACHERS: clip coupon to school letterheod. 
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In these days. however, when records 


















How to Make 
INVISIe8le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


-F YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
1068 S. Clinton St., Syracuse 4, N. Y. 




















RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 
NEW TELEscopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 





EYEGUIDE CONTRACTED 


EYEGUIDE EXTENDED 





FREE TRIAL OFFER Write, asking us to send youa 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


4209—39th Street, N.W. 
RITE-LINE CORP. Washington 16, D. C. 
12 





of medical expenses are so important 
for income tax purposes, many persons 
wish to have their checks show clearly 
that they are medical: ex- 
penses. The approved method of doing 
this is to write on the reverse end of the 


drawn for 


check. just above where it will be en- 


bill.” 


dorsed, “In payment of medical 


This notation is a legal safeguard. 


). 1 customer in a restaurant opened a 
closed door and fell down a dark flight of 
stairs while seeking a washroom. Nothing 
on the door indicated that a washroom was 
there She sued the proprietor for dan ages. 


Should she collect? 


1. No. She 


negligence. 


was guilty of contributory 
The proprieto! had done 
nothing that would indicate negligence 
on his part. 





Q). Will you please give me. the 
ve rh in the following sentence: 
“Ke recommend awarding of the contract 
for these parcels and the u ithholding of the 
other parcels until a later date. as it is ir 
dicated that 123 vacant lots (is or are) too 
much to be put on the market at one time.” 


{. In the sentence you quote, the verb 


may be either singular or plural, de- 
pending on the meaning. 

lf the 123 vacant lots represent one 
large plot and are thought of as a lump 
parcel, then the verb would be singular 

is. On the other hand. if the lots are 
thought of separately and are scattered, 
the plural verb—are—would be used. 
Q. Two men for whom I work have op- 


erated their business jointly for many years. 


sharing responsibility, profits, and losses 
equally. But they have never signed any 
partnership agreement. Are they legally 


‘ onside red partners -” 


A. Yes. Persons. by their conduct and 
course of dealing. may be held liable as 
partners to third persons dealing with 
them, even though there was in fact no 
agreement or partnership. 


QO. 4 secretary in one of our downtown of- 
x 
fices asked 


question mark is ever used in business let- 


recently whether or not the 


ters today. Could you enlighten us on this 


point on punctuation. 


4. The mention, 
over the use of the question mark in busi- 


confusion that you 


ness letters, doubtless arose from a mis- 
understanding of the rule that a request 
or a suggestion placed in the form of a 


question. out of courtesy. does not re- 
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quire a question mark. Sentences of this 
type are: 
May we have your reply promptly. 
Will you please send us copies of 
your reference. 
Many 


should be followed by question marks. 


real questions do occur. and 


Here are a few: 
Have you any information on this 
subject ? 


You will attend the 


conterence, 
wont you? 

Can you now estimate the cost of 
the stationery 7 

The 


profit may be expected? 


What 


final consideration is: 


). Recently I started to work for the vice- 
pre sident of my « om pany and | find that 
one of my duties u ill be to ke ep a scrap 


boss. The book will contain 


clippir gs and pe riodicals of interest to hin 


book for my 


and to our company. 

| have had no along this 
line during my career as a secretary, so 1 
hook or binder / 
should use. Also. | wonder ir 


experience 
wonder what type of 
what order 
should be 


these clipp ngs and pe riodicals 


hee pt. 


{. First, 
tionery shop: it is sure to have on dis- 
play several types of clipping notebooks 

large notebooks with dabs of dry glue 
in columns on the 


visit your biggest local  sta- 


page. so that you 


need oniy moisten a dab or two and 


press the clipping against the glue. 
You “build” from the right-hand side 
of the page. overlapping the clippings 
but arranging them so that the titles 
or headlines are discernible. 





The plan of organization will depend 
on the kind of material you keep and 
the wishes of your employer. It would 
be reasonable to devote a section of the 
notebook to his personal accomplish- 
ments; another section to other per 
sonnel on the staff; still another section 
to other company matters. If there are 
separate sales-promotion efforts or cam- 
paigns, you might wish to group clip- 
pings about each of them on separate 
pages. When collecting the clippings. 
be sure to save the line from the paper 
or magazine that gives the month of the 
issue and the name of the publication; 
paste it in the book with the clipping. 

If your employer is a fancier of whole 
articles torn from magazines. the best 
resort is a file folder for each magazine 
from which he saves material. In a spe- 
cial folder at the front of the set of 
magazine folders, build a double index 
—one by authors and one by the titles 


of the articles. (Continued on page 53) 

















FOR A STAPLER TODAY! 
"Just get me a nice big, | Hy 
=a 
> ¢ y 
y 
The clerk at the stationery store highly recom- 
all-steel to last a lifetime. Also, that it has a 


\y 

*| don’t want any of those 

dainty little jobs,” he said. \ | 

rugged stapler... that SAS, 

—— ee 

mended an ARROW No. 202. He said to tell 
the boss it has rugged durability and built of 
precision-locked mechanism that’s guaranteed 
against jamming and clogging. 


P. S. My boss liked it 
and told me | was a 
good shopper. 


Loads 210 
standard 
staples 









NO. 105 


For myself, | bought an ARROW Loads 105 


No. 105 Stapler. It's a little stream- 
lined beauty that does 4 jobs in one... 
It's a stapler, tacker plier and pinner all 
in one. A real bargain for the money. 


standard 
staples 


ARROW STAPLERS are fast becoming staple tools 
in modern offices everywhere. Outstanding quality, 
remarkable versatility and dependable perform- 
ance have made them world-famous throughout 
offices, business and industry. INVESTIGATE 





No. 11 
— Utility. ARROW STAPLERS YOURSELF. See your stationery 
Economy- T-32 
Stapler Stapler es Sais dealer today. 


ARROW FASTENER COMPANY. (NC. PIONEERS AND PACESETTERS 
ONE JUNIUS STREET, BROOKLYN 12, N. Y. FOR OVER A QUARTER CENTURY 
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ASK HIM FOR THE NEW 
UNDERWOOD ELECTRIC 


...it makes -vou 


both look good ! 


Diamonds may be a girl’s best friend in musical 
comedies, but in the ofhce the New Underwood 
Electric wins hands down. It has so many extra 
features, including—to name just two—electric 
ribbon rewind and air-cushioned carriage return! 

Chances are you’re an Executive Secretary (or 
soon will be). Isn’t it time you enjoyed the mark of 
your success, a typewriter as precious as Cerulean 
Mink, a New Underwood Electric? 


PS. Try these persuaders on your boss: 


* You'll get work out 14% to 37% faster! 

* Every letter will be crisp, sharp, distinctive! 

* Many handsome type faces to choose from! 

* Smart new styling spruces up your office! 

If he resists, drop us a line and we'll rush reinforce- 
ments! 


UNDERWOOD 





¢, 
“5 aus UNDERWOOD LTD., TORONTO 1 


te 5 peti Be 
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CORPORATION 
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STOLE BY REVILLON 
JEWELS BY HARRY WINSTON 
TYPEWRITER BY UNDERWOOD 





ONE PARK AVENUE, NEW YORK 16, N. Yg 
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Edith Monak and her boss. Walter O'Malley, president of the Dodgers, check scores of their farm club teams. 


On the Ball with the 
BROOKLYN DODGERS 


OUR YEARS AGO, the Dodgers and the Giants were locked in a National League play- 
Bos Excitement ran high because victory meant the pennant. Dodger fans were shout- 
ing jubilantly. It looked like their game, with only one more man to get out. 

Crack! Bobby Thomson made his famous homer and won the series for the Giants. 

A few weeks later Bobby greeted a jovial-looking man in an elevator in a New York 
office building, and the two exchanged pleasantries until Bobby got off. 

“Say, wasn't that Bobby Thomson?” asked a fellow passenger. “I'd like to have shaken 
his hand. He won me ten dollars when he made that homer for the Giants. How much 
did he win for you?” 

“Nothing,” was the man’s answer as the elevator door opened again. “He cost me a 
quarter of a million dollars.” 

“A quarter of a million dollars!” was the sneer. “What kind of a big shot does he 


=% think he is?” 
MARION The elevator operator couldn’t repress a smile as he turned to the passenger with a 
NOYES quiet but dramatic revelation. “It’s true,” he announced. “Bobby Thomson's homer cost 


that gentleman a small fortune. He’s Walter O'Malley, president of the Brooklyn Dodgers.” 
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“Thirty days hath September’”—and 
most of them are hectic for Edith. She 
screens all telephone calls skillfully 

taking care of some and transferring 
others. When the team is playing at Eb- 
betts Field, Mr. O'Malley is in constant 
touch with Edith by the telephone in 
his box. 


It’s SEPTEMBER AGAIN and, for Edith Monak, secretary 
to Walter O'Malley, the most important time of the 
year as the race for the pennant draws to a close. Her 
phone rings busily and her day is punctuated by visi- 
tors. She screens calls skillfully, taking care of some, 
transferring others, and making sure that Mr. O'Malley 
receives those requiring his attention. 

When the team is playing at Ebbetts Field, Mr. 
O'Malley is in constant touch with Edith by the tele- 
phone in his box. Often she has to take important pa- 
pers to him, and she welcomes these opportunities to 
watch the next few plays at the ball park. 

However busy he may be, Edith never lets Mr. 
O'Malley fail to write an important letter, forget to see 
someone he should see, or be late for an outside ap- 
pointment. Perhaps this explains his facetious reply 
when asked why he chose her among the applicants 
for the job as his secretary. “She chose me!” he de- 
clared. “She selected the job and picked her boss.” The 
teasing twinkle so often evident in his eyes appeared 
again. “She usually gets what she wants—in her own 
very quiet way.” 

Nearly all Edith’s business life has been with Mr. 
O'Malley. She studied legal stenography, worked six 
months to acquire a little experience for the kind of 
boss and kind of job she really wanted, and then 
found her place with Mr. O’Malley, who was an at- 
torney. Having chosen the boss right for her, she 
stayed with him when he gave up his practice to join 
the Dodgers. “I loved legal work,” she said, “but I 


a game last summer. 





Edith doesn’t name her favorite Dodger, but it’s easy to see who 
the players’ favorite is. Here she is at the Ebbetts Field dugout 
with Duke Snider (left) and Peewee Reese (right) just before 




























have found these exciting years of being a Dodger 
just as stimulating and satisfying.” 

Like Edith, every member of the Dodger organiza- 
tion is an enthusiastic fan. They all have season passes, 
which are in constant use for night games. The office 
is closed for a half day on Opening Day and whenever 
the Dodgers play in a World Series. For afternoons 
when the Dodgers are playing and the staff must work, 
there are radios and television sets in the offices. Big 
jobs are tackled in the morning, and routine tasks that 
need less concentration are taken care of during the 
broadcasts, 


PET SUPERSTITIONS are always observed. “Of course 
they don’t mean a thing, but we take no chances!” 
Edith laughs. During an especially tense moment of 
the game, they are careful not to change their position 
in the slightest. A hand reaching into the files or a 
typewriter carriage about to be thrown must be frozen 
—so they won't jinx the players. If the boys have won 
a tough game and must face the same team the next 
day, the girls wear the same outfit again, “to bring 
them luck.” 

Edith’s job is not all home-run thrills. She has a 
great deal of dictation and typing because Mr. O’Mal- 
ley loves to answer all the fan mail. He reads every 
letter and dictates the replies unless the pressure of 
other work is unusually heavy or he’s out of town. 
Otherwise, Edith answers some and routes others to 
appropriate executives. 
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During the busy baseball season Mr. O’Malley 
often dictates letters to his secretary as he studies 
the players in action. For afternoons when the 
Dodgers are playing and the staff must work, 
there are radios and television sets in the offices. 








When Edith’s friends teasingly say to her, “See you in the 
funny papers,” they really mean it. The Dodgers have mil- 
lions of fans all over the country, including Joe Palooka, of 
comic-strip fame. When one of Joe’s pals tried to get a 
Dedger contract, Edith appeared in the strip as Mr. O’Mal- 
ley’s secretary. 





Edith savs modestly that only the usual qualifica- 
tions are needed to be Mr. O’Malley’s secretary. Like 
all girls who have reached the top, she has developed 
speed enough to take dictation so easily that her boss 
is never distracted, and to transcribe it fast and flaw- 
lessly. She expects to be able to produce any paper 
from the files that he may need, supply any detail that 
may help him. She tries to keep her boss comfortable 
by making sure he is well supplied with his favorite 
brand of cigars and has enough cigar holders within 
easy reach. 

Although the Dodgers have captured many pen- 
nants, they have never won the World Series. For the 
indestructible Brooklyn fan, however, they are Cham- 
pions, win or lose. They're never licked. The Dodgers’ 
own phrase, “There’s always next year,” has won them 
affection all over the country. This is demonstrated 
by the volumes of mail that pour into their offices. 
People love “dem bums,” and “bums” has a special 
meaning when applied to Dodgers. They know it and 
like their nickname. However, Edith often opens in- 
dignant letters from fans protesting against their 
favorites being so called. 

Many offer advice. Some explain in detail why a 
certain pitcher should or should not have been used, 
or what the batting line-up must be next week. They 
ask for particular seats on a date when any ticket at 
all is as valued as a gold nugget—they request auto- 
graphed baseballs, and they even beg for advice con- 
cerning their own growing boys. 


TODAY'S SECRETAPY 


Perhaps this latter type of letter is behind the found- 
ing of the Dodgertown Camp for Boys at Vero Beach, 
Florida, which has just completed its second summer 
of making little boys’ dreams come true. The boys 
look forward to living there in the Dodgers’ spring- 
training quarters, and are thrilled with the thought 
that one of them will be lucky enough to use Snider's 
locker or to sleep in Reese’s bed. Last spring, one 
youngster, who had teased his family for a return visit 
while the Dodgers were in training, indicated a switch 
in thinking, to Mr. O’Malley’s amusement and satis- 
faction: “I want to see who's using my locker.” 


EDITH VACATIONS IN LATE OcroBer when the baseball 
year ends. In December and January her work begins 
to climb fast again. Anticipation takes over as plans 
for the new season are made. February sees Edith 
packing office material and personal belongings in 
preparation for the middle of the month, when she 
and many other staff members board the Dodgers’ own 
airplane for six weeks at Vero Beach, their spring- 
training camp. Edith’s husband schedules his vaca- 
tion during this time so that he can be in Florida with 
her. A husky guy over six feet tall, he is as ardent a 
fan as she is and loves to have people mistake him 
for one of the players. 

At Vero Beach, Edith continues her secretarial work 
for Mr. O'Malley and the Dodgers. The mail never 
ceases, but the telephones ring less often. So she is 
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Secretarial Success 


NLIMETED 


If your dream job has become a drudgery, this article 


may help you to re-evaluate it. 


BY JEAN WYSLOW 


NSTEAD OF casting envious glances at that “won- 

derful job” your roommate has, instead of chasing 
the rainbow from job to job in search of that “dream” 
boss whom you never seem to find, why not re-examine 
the job you now hold and ask yourself why you are not 
as happy in it as you thought you would be. If you 
are honest, you may suffer a few uncomfortable mo- 
ments. Perhaps it is vou yourself who are preventing 
vour boss from being a dreamboat, and hindering your 
own development as the perfect secretary. 

Against a background of continual turnover in 
white-collar personnel as reported by large companies, 
and the chronic complaint of employers about the 
scarcity of that rare jewel, the perfect secretary, it 
may be profitable at this time to review some of the 
functions of the job. 

The nearest dictionary will give us a two-part defi- 
nition of the noun that describes you: (1) One who 
attends to correspondence, keeps records, etc. (2) Con- 
fidential manager, attendant, or friend. 

The first part need not be elaborated upon. Every 
graduate of business school or college has learned 
the techniques of being a secretary. Your skill in 
typing, taking dictation, keeping records, and oper- 
ating an adding machine can be taken for granted. 
It is in the second part of the definition that you 
will find the many aspects of your job that make it 
the interesting, entertaining, and sometimes exas- 
perating field for your talents that you want it to be. 
These intangible functions were probably not enu- 
merated in the ad you answered, but your value to 
your employer lies precisely in your power to per- 
form them smoothly and thereby establish a happy, 
mutually respectful, and co-operative relationship. 


START RE-EXAMINING your job with a cold and calcu- 
lating analysis of your attitude—towards the man who 
signs the pay check every week, towards his customers, 
his superiors, and towards the rest of the hard-work- 
ing crew in the general office. Do you find yourself 
inwardly criticizing your boss’s decisions and won- 





dering how such an unintelligent individual ever at- 
tained his position of authority? If you do, perhaps 
you had better leave right away. Your private opinion 
is one of the intangibles that may be only too obvious 
to everyone who works with you, even though you 
maintain a discreet silence. Your boss won't like it, 
and he won't like you. In fact, he may even fire you 
pretty soon, for no “good” reason. 

Before you put on vour hat, however, it might be 
worth while to take another look at him. If a man has 
risen in his job, whether as owner or official of a com- 
pany, to the point where he rates a personal secretary. 
his ability is self-evident. You can rest assured that 
he knows what he is doing most of the time, and that 
whatever he is trving to accomplish is vital to the 
welfare of the firm. The fact that you are working 


What Limits You? 
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Unhappy job hopping? 
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for him, and not he for you, should be some indica- 
tion of his competence. 

If you cannot bring yourself to feel this basic 
confidence in your boss, you may just as well finish 
putting on your hat. You are no friend of his, and 
vice versa. 


\ssUMING that you do have the necessary respect for 
his judgment, do you perhaps feel that he does not 
fully appreciate you? If so, what are you doing to 
gain his respect? You know that you are neat, punc- 
tual, and efficient; but how are you getting along 
with the rest of the office staff? It may amaze you 
to learn that your boss is extremely sensitive to the 
atmosphere in which he spends his day. He may not 
know the exact details of every spat you have had 
with the file clerk, the office boy, or the bookkeeper; 
but you can bet your new electric typewriter that 
he knows when something is wrong. He would value 
highly your skill in handling people, and a sincere 
effort on your part to create a good working atmos- 
phere around him. This may be more formal, or less 
so (to be consistent with his own temperament and 
preference ), but it must be good-humored and it must 
be courteous. The famous American “business cour- 
tesy” you learned about in school is meant to be 
extended to your fellow workers, as well as to the 
companys best customer. 

It won't kill you to be pleasant even to the per- 
ennial “holy terror” of the staff. She may have car- 
ried on a personal feud with every member of the 
organization for thirty-seven years, but she can't do 
battle with you if you ignore the challenge. In- 
variably, your courtesy will disarm her. And the 
great man himself will appreciate the absence of 
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A feeling that you are unappreciated? 


friction between his oldest employee and his liaison 
officer (that’s you). And he will know whom to thank 
for it, too. 

You don't have to become the office Crying Towel 
in order to gain the respect and affection of the 
staff. Your common sense (and busy schedule) will 
determine just where to draw the line. You need not, 
for example, function as the respository for the heart- 
throb confidences of the pretty file clerk. But you 
should know why she snapped at you when she could 
not produce the file you needed. Before you complain 
about her inefficiency to the Man Who Matters, per- 
haps you can investigate whether or not she has a 
justifiable grievance. You may learn that correspond- 
ence is disappearing right and left, that people are 
helping themselves to files for which she alone is re- 
sponsible. She is not in a position to do anything 
but complain about it, and it may be up to you to 
order “OUT” cards and to pass the word around that 
a new order reigneth. Who knows, that missing file 
may turn up in your own right-hand drawer. 


You MAY pDOoUBTLEss be entitled to certain services 
from the staff. Do you make a point of thanking peo- 
ple for any extra effort they make? Do you call his 
attention to a job particularly well done, or to a 
special aptitude disclosed by one of the staff? You 
must have mentioned “co-operation” to more than one 
member of the force, on more than one occasion, when 
you needed their assistance. But, in an emergency, do 
you pitch in and help them? At the time when the 
billing clerk was battling with an unruly appendix, did 
you type your share of the invoices? Or did you con- 
sider this lowly work beneath you? Let's face it, you 
work here, too. The staff knows it, and the boss knows 


(Continued on page 41) 
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Envy for someone else’s wonderful job? 
TODAY’S SECRETARY @ September, 1955 19 








GOT THE TOO-BUSY 





BLUES? 


Here are a few ideas and techniques for using your time better 


Ss Joan FF, WHiTtTCcoers 


>Y VERY SECRETARY has her bad days—when the 

_4J phone won't stop ringing, the carbon gets in back- 
wards, and the painters arrive to redo the office. But 
the secretary whose “dither days” are fairly frequent is 
apt to end up with a good case of the heebie jeebies. If 
you feel your job is running you ragged instead of your 
running it in the prescribed orderly and efficient man- 
ner, youre likely to become pretty unhappy. A job 
that gets the best of you often leads to frustration or, 
worse yet (if you're too busy doing the wrong things ), 
to poor performance. 

There's Kay, for instance. She misses her “regular” 
train sometimes three or four nights a week. When five 
o clock comes around, she finds she still has important 
material “that simply must get out.” Last night during 
a warmed-up supper, she was pouring out her troubles 
about her job. It seems Kay feels bedraggled and frus- 
trated at the end of the day. She also feels that Mr. 
Marks (her boss) is quite a taskmaster and doesn’t 
always appreciate how much Kay does for him. 

It isn't fair to take sides without getting all the facts, 
so here they are. You judge for yourself. 


Min. MARKS GAVE Kay A REPORT yesterday morning and 
said he had to have it the first thing the following day. 
Altogether, the report involved about two hours’ work. 
Of course, Mr. Marks did dictate four letters, which 
Kav decided to get out of the way first. And it is true 
that, along about eleven o'clock, he suddenly real- 
ized that his wife’s sweet smile that morning might 
have had something to do with the fact that today was 
her birthday. He rushed out to Kay and asked her to 
stop on the way back from lunch to buy his wife a 
present—“You know, something nice.” Kay wanted to 
get “something” very tasteful and attractive and yet 
show Mr. Marks that she was economical and prac- 
tical. She ran around to three or four stores before 
making her choice. She knew she spent more time 
than she should have. 

After lunch, there were quite a few phone calls 
to take care of. Then she needed some correspondence 
that seemed to be missing; and, on the way down to 
the file room, she met Tim O'Connor. Tim, a rising jun- 
ior exec, was also trying to find some letters. As usual, 
Kay volunteered to help, and she found his material 
without too much difficulty. Unfortunately, she 
couldn’t locate the correspondence she was looking 
for herself. But when she searched her own desk 
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again, it turned up, ci pped to a report. Then, Mr. 
Marks had some visitcrs who wanted to chat while 
they waited for him, and by that time Kay’s working 
time was pretty well exhausted (as was Kay). 

The inevitable result, of course, was that Kay 
worked late. She felt that her job was irritating, rat)- 
er than satisfying; the warmed-up supper didn’t taste 
good; Mr. Marks hadn’t been very appreciative about 
the present for his wife; and Kay went to bed feel- 
ing worn out and gloomy. 


Kay IS A GOOD SECRETARY—Very conscientious and very 
hard working. But she has let the job get the best of 
her. It is true that she has a demanding position; but, 
then, many secretarial jobs are demanding—especially 
the better paid jobs. The unhappy fact is that Kay is 
just not well organized. 

Kav let the morning go without getting Mr. Marks’ 
report out of the way. She was too conscientious about 
finding a present for Mr. Marks’ wife and in helping 
Tim O'Connor. She let herself get sidetracked and in- 
volved in affairs that could have been postponed until 
she had more time. Sometimes she even undertook 
duties that were unquestionably not within her range 
of responsibility. 

Kay’s plight illustrates a basic time-utilization prin- 
ciple: The more systematic you are, the more effec- 
tive you will be in your use of time. Unless there 
is conscious, planned effort to avoid it, every secretary 
will find herself wasting time and doing a certain 
amount of meaningless hopping from one task to an- 
other. Probably no two jobs are the same, and therefore 
you are the one who knows how you can work most 
efficiently in your job. Analyze your work and your 
work habits. 

Here are some hints to guide vou. See if these won't 
help you get on top of your job. 


Arrange Your Work (as well as you can within the 
limits of your particular job). Try to plan each day. 
Take a few minutes to jot down the important jobs 
vou hope to accomplish. If you make a concerted effort 
to do the things on your list, you'll be certain to finish 
the important job first. 

Before beginning a job, make sure you have every- 
thing on hand that you—or your boss—will need. For 
instance, when you give the boss the morning mail, see 
that he gets all the material he will need when he 
dictates replies (previous letters, statistics, reports, 
etc.). He will appreciate your thoroughness, and you'll 
find it saves time in the long run. 


Use a Sure-Fire Reminder System. Leave yourself 
notes where you can’t miss them—perhaps clipped to 
your fountain pen or rolled into your typewriter. Make 
full use of your calendar. A good idea is to list all im- 
portant birthdays, anniversaries, etc. on your calendar 
at the beginning of the year. (If Kay had put a remind- 
er on her boss’s calendar a few days in advance of his 
wife’s birthday, she wouldn't have had to take time out 
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in the middle of a busy 
day to buy the gift.) 

An excellent supplemen- 
tarv help is a “tickler” or 
“follow up” file for your re- 
minder notes—jobs to do, 
letters to answer, regular 
mailings, phone calls to 
make, etc. Such a file is a 
real life saver when your 





memory plays tricks on you. 


Make Thorough and Intelligent Notes for Future 
Work. At the time your boss explains a job, be sure 
that you understand exactly what he wants. Two days 
later, when you get around to doing this work, is no 
time to have to ask him for a fuller explanation. By 
then he may have forgotten what he had in mind him- 
self, or he may be off on a fishing trip (generally 
referred to as out-of-town business! ). 


Increase Your Reading Speed. A fast reader can scan 
mounds of mail in a few seconds and pick vital facts 
out of articles in no time. Your boss will appreciate 
such ability, and you'll find that it saves you precious 
hours for more important work. 


Arrange Your Desk Eff- 
ciently. A desk piled high 
with disorderly papers 
won't make a good impres- 
sion. Perhaps you can use 
folders to keep particular 
jobs together. You'll find 
that there are many little 








things you can do to organ- 
ize efficiently—like tying an 





eraser on each side of your 

typewriter (one for carbons, one for originals), or 
taping a list of most-used phone numbers to the leaf 
of your desk. 

Keep frequently used tools handy. For instance, if 
you don’t have a dictionary and secretary’s handbook 
for your own desk, why not request your company to 
buy them for you? You should be able to convince 
your boss that having these books easily accessible 
cuts down on mistakes and wasted time. 


Make Up Your Mind the First Time Around. Don’t be 
a continual put-er off-er. Especially in small matters, 
try to decide what to do when the issue first comes 
to you—when it’s “hot.” And avoid bothering the 
boss about trivial decisions you can make. 


Use as Many “Helpers” as Possible. Look for ways 
to reduce routine work. Devise form letters for re- 
plying to common situations. If you must make out 
similar reports often, try to devise a form that 
can be mimeographed. Then all you need do is 
fill in the essential information. (Continued on page 60) 
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y ipo NAME ON THE DOOR is conventional 


enough; it says Arnkurt Associate Engineers. Even 


when you walk into the office and see Curtis Pearl, 
the owner of Arnkurt, and his secretary, Anne Ham- 
mer, there is nothing to suggest that you've walked 
into something a little adventurous and out of the 
ordinary. It is only when you note the vitality and 
sparkle of these two people that you begin to think 
that Arnkurt Associate Engineers may be more excit- 
ing than some offices you've visited. And it is. 

Even Anne feels the sense of expectancy, although 
her job brings her to this office every day. As she ex- 
plained it, “I can't give you a description of a routine 
day here because I’ve never had one. 

“When Mr. Pearl answered my ad and I started to 
work as his secretary, I had no idea what an indus- 
trial and design engineering firm did. And I still can’t 
vouch for the others, but Arnkurt Associate Engineers 
is an Idea Factory! I mean that quite literally.” 


A LOOK AT THEIR CONFERENCE ROOM convinces you that 
she is being literal. One entire end of this unusual 
room is lined with shelves, and the shelves are bright 
with toys, housewares, gadgets, purses, signs—a neat 
confusion of ideas in concrete form. 

Behind all this is Curtis Pearl, a dynamic man with 
twinkling, friendly eyes and unruly hair that won't stay 
combed. 

Anne says of her boss, “Mr Pearl not only owns the 
idea factory, he’s our chief idea man. But he’s not like 
the idea men you see in movies—there’s nothing “ivory 
towerish” about him. He’s the busiest person I’ve ever 
met. 

“You see all the things on the shelves? These are 
just a few of the things he’s designed. The doll there 
walks and moves almost like a little girl. You can wash 
her hair, set it on those tiny curlers, and comb it out. 
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York Publie Library 


“second office.” Few days pass when she _ isn't 


Anne considers the New her 


there to check patents or select pictures. 


Vacations were postponed and the workshop 
hummed when Arnkurt Associate Engineers received 
a rush job from the Navy. In an amazingly brief 
time. two exact scale models of the Navy's new 
atomic-powered merchant-ship engines were ready. 


Life in An 
IDEA FACTORY 


BY HAZEL PAULSON 


This alarm clock lights up at a touch, so you can tell 
time at night without turning on a bright light. The 
little plane is an exact scale model of Sikorsky’s Heli- 
copter—it’s one of the models used by the Army to 
teach aircraft identification. The little crown here is 
really a ring box. That plastic pot keeps liquids hot or 
cold indefinitely. These expensive-looking chess pieces 
are really clever and inexpensive packages for per- 
fume. 

“I could go on and on. The point is that all these 
things were just vague ideas in someone’s mind until 
Mr. Pearl and the other engineers who work with him 
created practical working models of the items. 

“When you make a practical model of an item, it 
really has to be practical! The materials that go into it 
must be safe, durable, attractive, and inexpensive. Pro- 
duction of the item has to be kept inexpensive too, and 
uncomplicated. Sometimes you have to take into con- 
sideration the machinery that a manufacturer has avail- 
able. Ideas are worth nothing unless they result in an 
item that can be produced and put on the market at a 
competitive price. Everybody has ideas; but, at Mr. 









Anne prefers tailored togs for the office, like this blouse 
by Ship ‘n Shore and her slim Tudor Square. skirt. 
Whether she’s showing visitors the Curtis Pearl designs 
on display in the conference room or rushing to the 
library, the trim look, she feels. is always right. 


\nne and Mr. Pearl, caught in a rare moment when 
both are sitting still. When he overheard Anne refer to 
him as a “human dynamo.” he blithely informed her. 


“It takes one to know one!” 


Pearl's idea factory we make good ideas into workable 
ideas!” 

By this time, Anne’s dark eyes were shining with 
enthusiasm. Anyone could see, as she continued, that 
she enjoyed being part of this exciting world of ideas. 
“One of the nicest things about working with an idea 
man, she explained, “is that he expects other people 
to have ideas. Since the day Mr. Pearl outlined my 
basic job, he’s left me pretty much on my own. He re- 
spects other people’s intelligence and leaves a great 
deal to their initiative. 

“Of course, I do all the jobs any secretary in a small 
office might do. I take Mr. Pearl's dictation and the 
dictation of any of the other engineers when they need 
to write a client. | handle the routine correspondence 
mvself. 

“I keep the books and make out the pay checks. | 
have power of attorney so that I can sign checks when 
Mr. Pearl is out of the office, as he often is. 

“Naturally, | do the filing; and I’m responsible for 
keeping together and returning each client’s material. 
| also order the supplies and keep up the work sheets. 
The work sheets are a record of the time each man puts 
into a job. I really pulled a boner on those recently! 
The men in the shop are still chuckling. 

“We were working on designs for a toy truck and 
for a toy gun, among other things. When I went to 
make up the work sheets, | kept running across the 
item, ‘winch and boom.’ I didn’t know what a winch 
and boom was; but the boom certainly sounded like 
part of a gun, so I put all that time on the work sheet 
for the gun. Later, I found out that the winch and 
boom were part of the truck! 

“The incident taught me a lesson, though. Nowa- 
days, when I run across an unfamiliar word, I ask 
someone what it means or look it up in my dictionary 
of engineering terms. 


“Another thing this job has taught me is that you 


never know what you can do until you try. If some- 
one had told me I'd be going over to the New York 
Public Library to check patents, or into the library 
morgue to dig out certain pictures. I'd scarcely have 
known what he was talking about. But I’ve learned to 
check patents, and I know now that a library morgue 
is nothing more eerie than an overgrown picture file— 
a large room where all the photos and picture clip- 
pings are kept. 

“I've learned a great deal about price checking, too. 
And it’s an important phase of my job. As | mentioned 
before, when Mr. Pear] designs an item—a toy, a new 
package for perfume, a gadget for the home— it must 
be made up in a material that is both good and inex- 
pensive. As part of our service to clients, we tell them 
where they can buy the materials theyll need, at the 
best possible price. Getting this information can some- 
times be quite a project. 

“For instance, Mr. Pearl designed a paper toy for 
children that teaches them to weave. Immediately, we 
had several problems. The paper had to be in bright 
colors, to appeal to children. It had to be very strong, 
so that the strips could be used over and over again. 
And it had to be inexpensive; people won't pay a lot for 
a paper toy, no matter how educational it is. With all 
this, the color in the paper had to be safe enough to 
eat. For, as you know, children invariably taste any- 
thing that looks good. 

“Once Mr. Pearl told me what was needed, it was 
my job to find it. And I couldn’t begin to tell you 
how many paper manufacturers I wrote to for samples 
and prices, unless | checked my files. I not only wrote 
manufacturers in this country, I contacted several for- 
eign consulates for the names of paper manufacturers 
in their countries. Then, I wrote to those firms as 


well. (Continued on page 63) 
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Take a basic letter style 
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BY DR. ALAN C. LLOYD 


HOW TO MAKE A LETTER distinctive 


HERE ARE almost an unlimited number of things 

you can do to make your letters distinctive. You 
can, for example, use a bright, colorful letterhead, 
or a colored typewriter ribbon. Heavy, stiff bond 
paper would certainly take a letter out of the realm 
of the “ordinary”; and for real eye-appeal there is 
no substitute for a typewriter with special type on 
it—slanted ( italic letters, script type, or large and 
small capital letters. 

But let us consider the secretary in an average 
office who is looking for ways to make her letters 
different. She must use her firm’s standard _letter- 
head, a black typewriter ribbon, and the typewriter 
she inherited when she took over her job. But, if 
she is not satisfied with the appearance of her let- 
ters, she can (with the approval of Mr. Salary Payer 
do one of two things—switch to a different letter 


form or doctor the one she is now using. 


The four basic styles... 

have distinct “tones” of their own. So, pick 
one with care. Be sure it fits the personality of the 
person who is to sign your letters. 

Indented letters are conservative, almost old- 
fogey-ish. (Just the thing for a young lawyer who 
wants his mail to hint that he’s a retired judge. 

Semiblocked letters are casual and warm, with a 
touch of maturity and dignity. Popular among top 
business executives. Fairly cordial. 

Blocked letters are brisk-looking, practical. They 
seem to say, “Let’s get right down to business.” This 
is the form most commonly used. It’s always a good, 
safe bet—the form that any job applicant should use 
when taking a try-out test if no definite suggestion as 
to style is given. 

Full-blocked letters, with every line beginning at 
the left margin, suggest top-notch efficiency. This is a 
particularly good form to use for a letter going to an 
irate stockholder. It is also popular among advertising 
agencies and promotion departments. 

Picked your style? Then, let’s see how to modify 
it. You can make it brisker (younger, livelier, spright- 
lier) or you can make it more cordial (more mature, 
quieter, more conservative ). 


The brisk look . . . 
comes from eliminating indentions and ginger- 


bread trimmings. Here are some touches to try: 
1. Line up the date with the closing lines. 
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2. If the dictator’s name is typed under his signa- 


ture, drop his reference initials; use just yours. 

3. Use a military date line: 15 September 1955. 

4. Omit the company name in the signature, if your 
employer is willing. (He probably will be. ) 

5. The National Office Management Association 
recommends: no salutation, no complimentary closing. 

6. Use no postscript. 

7. Use Enc. or Encs. instead of a full notation. 

8. Even though you use a complete, detailed ad- 
dress on the envelope, trim the inside address down 
to just four lines (omit titles, room number, ete. 

In general, delete many or all of the things that 
make a letter longer or harder to type. Be brisk. 


The cordial look ... 


comes from indentions and extras. Each one 
seems to say, “Yes, I’m a businessman; but I’m not 
dollar-crazy. | believe in paying attention to details 
that will please or help my customers.” Thus, the 
wholly indented letter is so polite that it seems to 
lack business oomph; on the other extreme, the full- 
blocked letter seems so efficiency-conscious that it 
lacks cordiality. To introduce a friendly note you can 
try the following: 

1. Avoid the eight “brisk” ideas already stated. 

2. If you indent paragraphs, do so for 10 or 15 
spaces instead of the usual 5. Try indenting very far 
in, to two spaces after the end of the salutation. 

3. Use a rich salutation. Abandon Dear Sir in favor 
of Dear Mr. Smith or, if the correspondents are good 
friends, Dear Jim. 

4. Arrange the closing lines in a special, perhaps 
unique, display. Show originality. 

5. Use complete enclosure notations. 

6. Avoid using any abbreviations. 

7. If you've been using the full-blocked style, make 
it “square blocked,” by typing the date at the right, 
parallel to the start of the inside address; type the 
initials at the right, also, even with the signer’s iden- 
tification. (A good style if your employer nearly al- 
ways dictates long letters. ) 

8. On formal letters (like notes of sympathy or 
congratulation, or letters to public officials) and on 
personal ones, put the inside address—either blocked 
or indented—below the body of the letter. It’s a neat, 
gentle touch. 

In general, add the niceties—the painstaking and 
gingerbread touches. Make the letter cordial. 


to 
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FAR FROM THE HAREM 


Turkish business girl was “s 





napped” on a 


ferry coming to Istanbul. Note the two women seated 


at the right in the photo. 


They depict the more 


conservative clothes of the middle-aged women and 


the traditional charshaf still worn by older women. 


It's high heels, 


modern business 


machines, and American jazz that inter- 


est the Turkish secretaries of today. 
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\ business office in Ankara is much like those you find 
in the United States. The latest in office equipment 


is available to secretaries there. 
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BY R. H. HOCKING 


ree fun-packed plans for 


Office Showers 


EMBERS of the Northwest Mounted Police make 

much of Getting Their Man, but this jubilation 
is dwarfed by the triumphant merrymaking that sur- 
rounds every woman when she gets her man. 

As old as the Boy Meets Girl theme is the practice 
of celebrating the victory when Girl Gets Boy. One of 
the most pleasant celebrations is the shower. And most 
delightful of these can be the office shower. For the 
bride-to-be spends most of the day in her office, and 
her fellow workers have probably heard all about the 
“romance” from its beginning. So it’s all very much 
“in the family” when the girls throw off business pro- 
tocol in favor of showering the lucky girl with gifts 
and good wishes. 

There are several fine approaches to planning an 
office shower. depending on the number of girls in 
the office, the facilities available. and the amount of 
money each girl wants to spend. We offer the follow- 
ing three examples of successful showers in three dif- 
ferent kinds of offices. One of them may be right for 
yours, or you can combine ideas from all three to suit 
your particular setup. 


CasE A—A LARGE FIRM with a fairly impersonal office 
system. Most of the girls knew the bride-to-be, many 
were quite friendly with her, but none saw her socially 
outside of the office. 

The two girls who worked most closely with her 
planned a shower. They estimated costs, arranged to 
use the building cafeteria after hours, and then opened 
party planning for everybody who was interested. 


To every girl in the organization they circulated a 
huge. colorful invitation that announced the shower 
with date, place, time, and cost (of gift contribution 
and refreshments) per girl. Later, the invitation, with 
the signatures of all the girls who came, was presented 
to the guest of honor along with her gift as a souvenir 
of the occasion. 

About half the girls signed and paid three dollars 
apiece; the open invitation had included everyone and 
had forced no one to join. Of the twenty girls who 
signed, most drifted into informal committees to work 
on decorations, the gift, or refreshments. All plans 
were simple. The sixty dollars collected provided a 
delicious buffet supper of cold cuts, salads, cake, ice 
cream. and punch—plus the superb gift of a clock- 
radio. The few dollars left over went toward decora- 


tions and a corsage for the bride-to-be. 


Case B—A MIDDLE-SIZED OFFICE, employing nine women 
of widely varied ages and interests. Though they were 
all congenial. the feminine staff split into groups of 
two and three for lunch and coffee breaks. One half 
of the stenographers’ “pool” became engaged to be 
married. Barbara, the other half, took charge of the 
surprise shower. 

Barbara considered the shower her personal project 
and arranged for it to be at lier home on a Sunday 
afternoon. She sent invitations to the homes of all 
the other girls on the staff. specified linen gifts, and 
prevented duplication by learning in advance what 


each guest was planning to (Continued on page 62) 
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ords CAN BE TEASERS 


BY E. 


Spelling Out Numbers 


LILLIAN HUTCHINSON 


Write the following numerical expressions as words: 
4th 3. 9th 5. 18th 
Sth 4. 12th 6. 19th 


Principal-Principle ? 


Choose either principal or principle to insert 


in the blank spaces to complete each of the sen- 


tences that are given at the right. 


What’s Wrong Here? 


Which 


From the point of view of grammar, what is 
wrong with the advertising copy appearing in 


the six sentences given here? 


Definition ? 


Ww 


7. 40th 9. 90 
8. 48th 10. 90th 


He has just been ap- 4. Lack of application is 
eae ite et reason 
She received a good for a person’s inabilits 
income trom the... . to spell. 

Beane invested. 5. He explained the .... 


He is a person of ex- ..... on which this 


Cellent .. i kc sues mechanism works. 


Sale of womens’ and 1. If its a TV that you 
! 


girls’ dresses! want, we have it! 


Less calories to the 5. Does your silver shine 
portion! like Helen’s does? 
Our coffee has a finer 6. This is the most 


flavor than any coffee unique offer ever made 


on the market today. on the radio. 


In each of these sentences, choose the definition that really defines the italicized term. 


:. 


bo 


Agenda means (a) a list of the officers of a corpora- 
tion; (b) a summary of a firm’s financial position 
at the end of a year; (c) the items of business to 
be transacted at a meeting; (d) a short history of a 
company. 

A back order is (a) an order for goods kept at the 
back of a store or warehouse; (b) an order received 
prior to the current order from a customer; (c) an 
order for merchandise that the manufacturer guar- 
antees; (d) an order made for out-of-stock goods, for 


shipment when the goods arrive. 


A charter is (a) a person who draws charts; (b) a 


document granting rights or privileges to a corpora- 


ut 


tion; (c) a seal attached to legal documents; (d) a 


set of bylaws. 


Domestic trade refers to (a) transactions with house- 
hold 


use; (c) internal trade as opposed to foreign trade; 


servants; (b) trade in articles for household 


(d) real estate transactions. 

A canceled check is (a) a check that was destroyed 
by the person who drew it; (b) a check paid by the 
bank and 


(c) a check on which payment was refused when 


stamped with a mark of cancellation; 


the check was presented at the bank; (d) a check 


for more money than the depositor has in_ his 


account. 
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What better way to readjust your 
fashion sights for fall—a new jumper with 
a new look. Koret of California fea- 

tures this version, in 100% wool Stafford 

fHannel, with its own color-co-ordinated 

orlon sweater. Both pieces in black, 

cherry red, Dior blue, ginger, golden- 

rod, and avocado. Jumper, sizes 10-20, 

$17.95. Orlon sweater, sizes 34-40, 

$8.95. At the Elizabeth Scott Shop, Gary; 

Kaplan’s, Houston; Haber’s Department 


Store, Tampa; and Mahles’, Colorado Springs. 
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MIRACLE FABRICS FOR 


| No-iron dacron and cotton 











Ideal for perking up a fall wardrobe is this 
dacron crepe blouse by Dotti Originals. Made 
of a wash-and-wear fabric that requires 

no ironing, it features a tuck-pleated 

bib front and pearl buttons. 

The smartly styled, three-quarter length 
sleeves are particularly good for on- 


the-job wear. In blue or red polka dots on a 
white background, or in solid white. Sizes 
32-38. $6.50. At Bloomingdale’s. New York: 
John Wanamaker, Philadelphia; The Em- 
porium, Los Angeles: and Shillito’s. Cincinnati. 





Rhoda Lee combines separates for an 

attractive fall transitional outfit. The blouse 

and skirt, in a no-iron cotton petti-cord 

fabric. are ideal for early September days and can be 
worn right through the winter. A wide selection 

of colors allows endless mix-'n-match 

possibilities. Both pieces in red. olive. brown, char- 
coal. gold, coffee, and copper. Sizes 10-18. 

Blouse, $3.98. Skirt, $5.98. At Carson Pirie Scott, 
Chicago; The Broadway. Los Angeles; Stix, 

Baer. and Fuller, St. Louis; and Filene’s, Boston. 
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BUSY SECRETARIES 


Washable Sanforlan woolens 


Bobbie Brooks introduces an exciting fashion story for 
fall—an attractive slim plaid skirt and unlined shortie jack- 
et in washable Sanforlan wool. Jacket. $14.98. In 


4 charcoal. light gray. scarlet. olive green. periwinkle, 





burnt almond. heather brown. and beige. Skirt. 

$10.98. In brown with blue. and gray with red or green. 

Both in sizes 7-17 and 8-18. At Arnold Constable’s. New York; 
Daniels and Fisher's. Denver; and J. L. Hudson’s. Detroit. 
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Sanforlan translates its washable wool story 


into a classic tailored flannel shirt by White Stag and 
a panel-front wool skirt by College Town. Shirt, 

sizes 10-20. In white and pastel shades. About $11. 

At Macy's. New York; Rothschild’s, Minneap- 

olis; and the May Co., Denver. Skirt. sizes 10-18 

and 9-15. In a choice of twelve colors. About $9. 


At Rich's, Atlanta: and Wm. Block Co., Indianapolis. 





A new note in autumn sportswear—Sanforlan wool shorts 

that can be washed in the evening and, with a quick ironing, be 
ready to wear the next day. Algene Sportswear features 

these charcoal gray shorts with a Sanforized black 

watch plaid cotton shirt. Shorts, about $5. Shirt, about $3. 

Both in sizes 9-17 and 10-18. At Wolf and Dessauer, Fort 
Wayne; Stewart's. Baltimore; and Auerback Co., Salt Lake City. 


For more information on Sanforlan 
washable woolens. see page gs 
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ATTRACTIVE SPEC-ULATION 


Which glasses can make you prettier? 


7ANT TO ADD DASH to your face? Make your 
\ eves seem bigger, brighter, more alluring? Your 
nose shorter or longer? Your complexion livelier? The 
magic for all these wonders may be a new pair of 
glasses—with frames of the right shape and color to 
set off vour particular face. 

A majority of today’s hard-working business girls 
wear glasses. They know that, aside from saving their 
eyesight and enabling them to see better, good-look- 
ing specs are dramatic accessories that can do much 
to step up their appearance. 

One striking brunette we know has built up a “ward- 
robe” of attractive glasses—blue, pale green. brown, 
and gay red specs as well as a dressy pair for gala 
occasions. She cleverly uses scarfs, flowers, or jewelry 
to pick up the color of her glasses, creating unusual 
color-co-ordinated effects that mark her as a girl with 
excellent taste. As she explains it, “I wear glasses all 
the time. so I want them to be an asset. Having sev- 
eral pairs is fun—they do so much for my morale!” 

If you can possibly squeeze another pair of specs 
out of your budget, you'll find them a sound invest- 
ment in both beauty and morale. 





When you go shopping for new frames, choose them 


Frames to flatter the shape of your face... 





OVAL ROUND 





The oval face is considered the Reducing the width of the cheek- A square face will appear more oval 








ideal shape, the shape that all oth- 
ers strive to simulate. For an oval 
face, glasses should likewise be 
oval, top and bottom, and should 
be fairly straight across the line of 
the eyes. 


bones will produce a more oval 
contour. To do this. select frames 
with a fairly straight top line that 
is wider than the cheekbones and 
high at the temples. A squarish 
lower line is usually effective. 


if an illusion can be created of a 
smaller jaw line. To do this, choose 
a frame with a straight top line 
above the eve and an oval lower 
line, rising just slightly at the tem- 
ples. 
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BY HELEN WHITCOMB 


as carefully as you would a new dress or a special hat. 
As you try on the frames, look at yourself in a large 
mirror. Keep jn mind that your glasses should blend 
with the over-all effect—with your clothes, your color- 
ing, your age, your figure, and—most important—your 
own brand of personality. Think twice before select- 
ing frames that are startlingly severe or overly ornate. 
And be sure that the lenses are large enough to show 
off the whole of your eyes, including the lashes and 
outer corners. 

The accompanying diagrams suggest attractive styles 
for various facial shapes. But, as well as prettying 
the outline of your face, glasses can camouflage flaws 
in individual features, For instance, you can shrink 
a long nose with frames that have a low bridge. A 
tiny or stubby nose will be lengthened by a high- 
bridge style. If close-set eyes create a problem, 
choose frames that concentrate interest at the outer 
corners. Scanty or poorly shaped eyebrows can be com- 
pensated for by frames that create their own attrac- 
tive browline. (But, if your lovely arched brows are 
your pride and joy, be sure to select glasses that 
wont hide their beauty.) A tiny face with delicate 
features looks best in glasses with a dainty frame, 





Frames by Flairspecs 


perhaps a half-rim style. Heavy, overpowering frames 
and wide earpieces should be avoided. Leave them 
to the bigger gals. 

Your glasses are much like a piece of costume 
jewelry. They add decoration, and they must blend 
with your outfit. For this reason, specs with fancy 
frames look best with quiet accessories, You'll want 
to wear less jewelry, steer clear of elaborate dangle 
earrings and fussy hairdos that might produce a clut- 
tered effect. 


BESPECTACLED LASSES will find that most styles of hats 
will look well on them. The only taboos are hats that 
make glasses stand out too prominently—such as a 
turban or one with a brim that comes down close to 
the eyes—or a hat that stops just at eye level on both 
sides, forming a straight line across the face. This not 
only accents the glasses but widens the face. Hats 
that are tilted to one side or that have soft outlines 
are usually most becoming for the gal who has to 
wear glasses. 

All in all, glasses should create no problem. There 
will always be hundreds of hat styles for you to wear 
proudly and prettily. 





PYRAMID 





To trim the width through the jaw 
line, select frames that accentuate 


TRIANGLE 


Soften the width at the forehead 


DIAMOND 


The piquant diamond-shaped face 


your forehead. The top line of the 
frame should be straight and heavy 
to give more width, while the lower 
line can be a delicate oval to re- 
duce the chin and jaws. 


with a sweeping oval top line that 
carries the color down to the bridge 
of the nose. Oval lines are also best 
for the lower frame. Another way 
to counteract a broad brow is to 
wear soft curls at the temple. 


is widest at the cheekbones and, 
therefore, needs a fairly straight 
top-line frame to give additional 
width to the forehead. The lower 
line of the frame may be either oval 
or a modified square. 
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“Busy Susan.” pin-and-earring set 

by La Tausca Sperry. features 

large baroque pearls surrounded by fleurettes 
with jet and rhinestone centers. 

Set. $4 plus tax. 











Accent on 


ACCESSORIES 


BY JEANNE PENNIE 


TS FALL—the most exciting fashion season of the 

year. Magazine covers cause you to dream, shop 
windows tempt you to go in and try on, newspaper 
ads invite you to buy—but your budget says “No.” If 
youre looking for an inexpensive and simple way to 
add variety to your wardrobe, consider the possibilities 
of accessories, to mix, match, and combine as you 
like. It’s simple, and the only requisites are your 
own imagination and good taste. 


WHEN THINKING OF ACCESSORIES, most of us instinc- 
tively turn to the more obvious pieces such as hand- 
bags, gloves, and umbrellas, many times overlooking 
entirely the extensive array of smaller accessories that 
can be used with such effective results. 

Although there couldn’t be a rule as to what might 
constitute a basic accessory wardrobe, if imagination 
is to direct your planning and later, possibly, your pur- 
chasing, many women have found that certain pieces 
have infinitely more potential than others. 

High on the list of “firsts” might be a pair of small 
gold or silver hoop earrings. When combined with a 
belt having either a gold or silver buckle and matching 
cuff links, these accessories will give life to the most 
everyday skirt and shirt ensemble. Of course, nearly 
every woman knows the beauty of a strand of pearls 
and a pair of matching earrings to dramatize a single 
dark color, whether it be one of this fall’s new browns, 
winter navy, or black. But, for that extra touch, try 
tucking a bright plaid or striped scarf into your belt 
or pocket. 

If a monotone effect is your choice (and it’s striking, 
provided your own coloring is vivid enough to set 





it off), you might try a string of iridescent gray beads 
on a charcoal-colored suit, or perhaps bronze pearls 
with a beige dress. For early September, pin a small 
bunch of autumn-toned strawflowers to the collar of 
last season’s camel topper. 

Big pins in almost any shape are attention-getters 
this fall, so why not feature a large gold sunburst at 
the torso band of one of the new overblouses, or possi- 
bly pinned to a red jersey cummerbund. A matching 
pin-and-earring set will also dress up the most casual 
dark dress or blouse. 


PERHAPS YOU'RE FIRMLY ADDICTED to the classic skirt, 
vet just a little tired of ties and bows at the throat. 
If such is the case, try leaving off the tie and wear- 
ing only a small gold collar pin and earrings. There’s 
a surprising number of possibilities in these two items, 
for many of them may be personalized with your own 
initials and others engraved with unusual abstract or 
stvlized designs. Matched pin-and-earring sets are 
available in a variety of materials, including ceramics, 
enamels, metals, and stones. When purchasing cuff 
links, make a trip into a men’s furnishings store also, 
and look at some of the oversized links on sale there, 
particularly those that are fashioned of antique but- 
tons and coins. 

If you have any knack at all for sewing, a small 
monogram on the collar, pocket, or on the sleeve just 
above the cuff gives a nice touch of color to a tailored 
white shirt. Transfer patterns of initials for mono- 
gramming can be purchased in the needlework sec- 
tion of any department store, applied with a hot iron, 


and stitched with embroidery — (Continued on page 58) 
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WOOLENS 
that Wash 


Y MART SHOPPERS this season 
S will have their eyes open for a 
new label on woolen garments— 
Sanforlan. 

Brought to the public by the 
same people who made the San- 
forized label popular, the Sanforlan 
tag will give vour wardrobe (and 
your budget a whole new lease on 


life. 


Pastel Wools Now Practical 


Truly a boon to the busy career 
girl, Sanforlan woolens can be 
washed repeatedly without shrink- 
ing out of their original fit. No spe- 
cial handling is necessary, such as 
boarding or stretching. The gar- 
ment can be hand washed or ma- 
chine washed, then pressed while 
damp. This makes bright and light- 
colored woolens really practical for 
winter wear. And, besides the con- 
venience of “wash today, wear to- 
morrow” woolens. vou'll save mon- 
ey on dry-cleaning bills. 


Fabric Retains New Look 


Even after repeated washings, 
Sanforlan woolens never mat or 
felt. The material retains a lively 
feel and elasticity. Users also re- 
port that Sanforlan wools tend to 
dry quicker and to iron easier. 
Should lack of time or ironing skill 
make dry cleaning desirable, you 
can rest assured that the cleaners 
wont shrink the garment either. 

Sanforlan also affords you the 
ease of soap and water “spot clean- 
ing’ on dresses and suits not soiled 
enough for over-all cleaning—espe- 
cially cosmetic-stained collars and 
spotted cuffs. 


Wide Selection of Materials 


This fall finds a host of many 
new weaves and fabrics carrying 
the Sanforlan label. The range in- 
cludes flannels, woven checks, wo- 
ven plaids, tweeds, jerseys, and nov- 
elty “float” and nubby weaves. 

In addition to the Sanforlan 
fashions carried in this month’s is- 
sue of Topay’s SECRETARY, the fab- 
ric is also available at yard-goods 
counters for those who do their 
own home sewing. 


| 


two-part story 
author: GOSSARD 


Part I: The bosom is youthfully ‘‘framed’”’ by Gossard’s popular 
plain-and-fancy cotton uplift #1871 of the frame-type cups. 
Reinforced undercups. White. A, B, C. $2.50 


Part II: Legs are set free by Gossard’s elastic lace *pantie girdle 
legs can’t feel. That up-shaping and elastic net edging, turn 
the trick. Boneless pull-on. Satin elastic panel. #610. White. 
S-M-L. $5.95 


*U.S. Patent $174054 


at leading stores and shops or write us, we'll tell you where 





THE H. W. GOSSARD CO., 111 N. CANAL ST., CHICAGO 6 * New York © San Francisco « Atianta « Dallas * Toronto 
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LADIES: CHARM HOUSE 


GIVES YOU $100-$300 & MORE 
IN FREE GIFTS 


SHEETS, TOASTERS, MIXERS, ETC. 
ARE YOURS 
WITHOUT SPENDING A PENNY 


Ladies, bring new luxury to your 
home WITHOUT SPENDING A 
» PENNY. Just form a Charm House 
Club among vour friends and be club 
secretary. Your friends will be de- 
lighted because they SAVE 
MONEY and (receive valuable 
FREE PREMIUMS. 

It's easy and lots of fun. As sec- 
retary you get $100—$300 and 
MORE in nationally advertised ap- 
pliances, linens, draperies, fashions, 
giftware, etc. Absolutely FREE } 


wie 



















SEND FOR FREE BEAUTIFUL CATALOG ™ 


‘CHARM HOUSE CLUB PLAN, NEW HYDE PARK 22, N.Y. 
Please send me ABSOLUTELY FREE and without 
ony obligation your LARGE NEW 1756 catalog. 





Address 
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the new Juliette® in lovely pastels 


LADIES’ ELECTRIC RAZOR, $3.95 


Wonderfully efficient for lovelier legs, smooth under- 
orms with never a nick or irritation. Quick, powerful 
AC. Pink, blue or ivory, attractively boxed, matching 
leatherette travel case. State color choice. Send check 
or M. O., $3.95 ppd. Money-back guarantee. (Free— 
personality development gift catalog.) Mrs. Fields Shop- 
ping Service, Dept. YS9, 237 Huguenot St., New 
Rochelle, N. Y. 

















Be Your Own MUSIC Teacher 


LEARN AT HOME THIS MONEY SAVING WAY 


Sim 1p le as A-B-C. Your lessons co nsis t of real selections, in- 
sat | of wie yme — You res ad | real notes—no ‘‘num- 

or trick music. Some of 1 00, 000 Students are 
b and LEADERS Everything is in od orint and pictures. First 
you are told what to do a en a picture shows you how. 


Soon you are playing the usic you like. 

Write for big 36 page Mustrate i Free aaa 
Roc’ ae strument, 

U. S$. SCHOOL OF music, ‘Studio A3089 1010) 483i 
Port Washington, N. 








Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1955's ‘‘101 Oftice Short 
Cuts the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max- 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 














Learn how to 


MAKE MONEY AT HOME 


ADDRESSING ENVELOPES FOR ADVERTISERS 
Use typewriter or plain handwriting. 
GOOD PAY, full or spare time, if you 
know how. Mail $1 for Instruction 


Manual. Sterling, Dept. S-14, Great Neck, N. Y. 
MONEY BACK GUARANTEE. 








Today’s Secretary 


Goes Shopping 





Watchcase Compact. It’s time to 
look at your face—and what could be 
more enchanting than to see yourself 
in a compact fashioned like grand- 
father’s prized pocket watch. Gold 
plated, it cleverly retains the watch- 
stem catch for the black silken tassel. 
And to make it personally yours, your 
initials are beautifully engraved on the 





hand-polished cover. Even grandfather 
would be fooled. Just 2% inches in di- 
ameter. It comes with a soft, flannel 
carrying case. Only $2.50, plus 10 per 
cent tax, from Amy Abbott, Inc., Dept. 
TS, Box 306, Radio City Station, New 
York 19, New York. Please state ini- 
tials desired. 


Petite Purse Set by Esterbrook Pen 
Company is a matched pen and pencil 
set in lovely pastel colors. Designed to 
fit the daintiest handbag, sets are 
held in an attractive plastic case, are 
easy to find even in crowded purses. 
The pen is only 4% inches long when 





closed. It uses any of the Esterbrook 
Renew-Points, which gives you a 
choice of more than 30 point styles. 
The pencil feeds up to 360 new points 
on one loading of lead, and a new 
point is available instantly with a sim- 
ple pressure of the thumb on the cap. 
Your choice of pink, peach, orchid, 
aqua, blue, and yellow. At local drug 
and department stores or your sta- 
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tioner’s for $5, or write to Esterbrook 
Pen Company, Camden, New Jersey, 
for name of nearest dealer. 


Broken Heels can now be replaced 
with guaranteed  split-proof, newly 
patented Fitz-On Heels, the heels with 
the plug-in, replaceable, nailless top 
lift, and reinforcing metal shafts. If 
you've been afraid to wear the slim, 
slim 2- to 3-inch Jordon-type heels 
that fashion decrees, you need be no 
more. Sturdy, beautiful Fitz-On Heels 
will be sent postpaid at $2.75 a pair, 





in the wood. Your cobbler can cover 
and attach them. Be sure to state shoe 
size. Or, you can send your shoes and 
$3.95—they ll be returned in two 
weeks with Fitz-Ons matched and at- 
tached. Plug-in replacement lifts are 
$1.50 for three pairs, postpaid. Write 
Janies, Dept. TS, 1865E University 
Avenue, New York 53. 


Drawer Dividers will solve that 
crazy-mixed-up-drawer problem. These 
adjustable, lightweight, metal dividers 
are easy to insert, can be installed in 
any position, and expand from 9 to 17 
inches. They create neat, separate com- 
partments for hankies, gloves, cos- 
metics, lingerie, stockings, etc. In sets 





of four, in three heights: 2% inches 
$1.10; 4% inches, $1.25; 6% inches, 
$1.35. All prices postpaid. Write 
House of Schiller, Dept. TS-365, 180 
N. Wacker Drive, Chicago 6, Illinois. 


ee 





Special Occasion Candy, such as 
personalized cream waters in the color 
scheme of your choice, and many other 


original confections are now delivered 


by air express, so they arrive super- 
fresh. Ideal for holiday parties, wed- 
ding receptions, engagement parties, 


ind confirmations. A full-color photo- 


graph of this lazy-suzan arrangement, 


a price list, and a generous “see and 
taste” sample box of these candies will 
all be sent postpaid for $1.50, check 


or money order. No COD’s. For a real 


taste treat, send your order to Mrs. 
Beatrice Vair, Vair-E-Best Candies, 
Dept. TS, 16057 Hamilton Avenue, 


Detroit 3, Michigan. 


Sterling Silver bracelet and match- 
ing earrings, set with polished Obsidi- 
ana stones of jade green or black. 
Hand made in Mexico City, the pieces 
are beautifully crafted and look worth 
three times the price. Although the 
pieces are heavy, with the new chunky 
look, they are so well designed they 
are extremely comfortable to wear. Set 
is modern as tomorrow, yet 
ancient Aztec 


suggests 


princesses. Bracelet is 7 





inches long, 1 inch wide. 
{ by % inches, have screw-type back. 
Order several sets as very special gifts 


Earrings are 


Be sure to state 
choice of black or jade-green stones. 
Complete three-piece set, just $4.95, 
postpaid, tax included! Satisfaction 


to very special people. 


guaranteed. Allow three weeks for de- 
livery. Write Southwestern Traders, 
Dept. BE-112, Route 1, Box 341, 


lucson, Arizona. 

Perky, a bantam-size purse you can 
make for yourself, or for gifts. Perky 
is only 4% inches tall, but holds lip- 
stick, hanky, keys, compact, and extra 
change—with space to spare. Handy 
anywhere. Kit comes complete with 
live-oak leather gusset, beautiful moc- 
casin-suede sides, and matching suede 








Amazing New Product GUARANTEES 


Beautiful PERFECT FINGERNAILS 


If you are a nail biter, 


or constantly break or 

splinter them, you need 
ARTYNAIL...a just 

perfected item that IN- 

- SURES and GUAR- 
ANTEES your nails 

°He to grow out, healthy 
and strong, that will 

eliminate your nail 

biting habits and 


give you fingernails 
you no longer need to 
hide 
ARTYNAIL is not a 
paste-down nail, but is 
a combination of plastic powder and liquid 
that simulates your natural nail so well it 
cannot be detected. ARTYNAIL is painted 
on and when dry CANNOT be removed, bit- 
ten or chewed, but will remain in place un- 
til your own nails have grown out. It can be 
filed and polished so that no one can tell you 
are wearing ARTYNAILS. It is a complete 
treatment in a professional, easy-to-apply 
kit. GUARANTEED. $5.00 plus Fed. Tax. 
(Total, $5.50) 
PALACE SALES 480 Lexington Ave. 
Dept. 725, New York 17, N.Y. 














HEAVY LEGS 


Try this new, amazing scientific 
home method to reduce Ankles, 
Calves, Thighs, Knees, Hips for 


SLENDERIZED LEGS 


Beautifully firm, slenderized legs help the 
rest of your figure look slimmer, more ap 
pealing! Now at last, you too can try to 
help yourself to improve heavy legs due to 
normal causes and reduce and reshape 
ANY PART of your legs you wish. . 
your legs all over as many women 
have by following this new scientific meth 
od Well-known authority on legs with 
years of experience offers you this tested 
and proven scientific course-—only 15 min 
utes a day—in the privacy of your home! 
Contains sten-by-step illustrations of the 
easy scientific leg technique with simple 
instructions for slenderized, firmer, strong 
er legs: improving skin color and circu 
lation of blood tn ler 'e leg measure- 
ment chart 
send No Money! FREE 10-Day Trial! 
or the ‘‘Home Method for Slenderizing 
eaes Reaat *, just deposit £1.98 plus post- 
age with postman on delivery (in plain 
Or send only $1.98 with order 
and we pay postage Satisfaction guaran 
teed, or return course for money back. 


MODERN METHODS 


Dept. FL-TY 
296 Broadway New York City 7 














PREVENT RUNS IN NYLONS! 
COSTS ONLY Sc A PAIR! 







Now you can weor sheerest nylons in per- 
fect safety! Amazing new RUN-PROOF* 

mokes stockings wear and wear! Only ONE 
treatment necessary; lasts through all washings 
Resists runs, snags, rips, in Nylon, Silk, Rayon, hosiery 
or lingerie. Makes them fade-proof and spot-proof, too 
LABORATORY TESTED AND APPROVED. Easy to use; 
just rinse and dry. So economical; package of 20 treat- 
ments only $1.00. You'll be delighted or money back! 

SCIENTIFIC SPECIALTIES CO. 

227 W. Erie St. Dept. 881 Chicago 10, Ill. 


1. Reg. United States Patent Office 








Simplest, fastest nicest-looking 
POCKET ADDING MACHINE on the 
market! Adds or subtracts numbers 
to 999.999.999 Imported from 
West Germany Has fine custom 
finish like expensive German cam 
eras Comes in beautiful leather 
etui! For busy women of today 
this accurate, easy-to-use handy 
and e¢crone cal computator is ideal 
Each only $5 from The Somerset 
Overland Co Dept. 3c. James St 

R.D. 6, Somerset. Pa. Satisfac 

tion or money back. 




















STOP MAKING MISTAKES IN 
ErRGaLiiskt 


With the new CAREER INSTITUTE METHOD 
you can stop making mistakes m English, build 
up your vocabulary, speed up your reading, im- 
prove your spelling, acquire real writing skill, learn 
= the ‘‘secrets"’ of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalists—without going back 

to school—by using the CAREER INSTITUTE METHOD 
Costs little. Takes only 15 minutes a day at home. $2-page 
booklet mailed FREE upon request. Send card or letter NOW! 
Career Institute, Dept 1459 25 E. Jackson, Chicago 4 
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Phoning with Earrings On 


TelaEze, a ne 
to answer the telephone without remov- 
ing your earrings. A necessity for every 


y attachment, enables you 


well-groomed business girl. Not a pad, 
but actually has better acoustic value 
Made of durable plastic, snaps on, is ad 
justable and easily removed for clean- 
ing. Red, Blue, Green, Ivory, Black. 
Styles for Western Electric F-1 and G-1 
Check under receiver handle. If not in 
stock at your stationery or jewelry deal- 
er send $1 ppd to 
Dept. TS-4. 


EZ a CO. P.O. Box 719 


Hawthorne, California 
SATISFACTION GUARANTEED 








NEW INTRODUCING the heel with REPLACEABLE LIFT 
GUARANTEED NOT TO SPLIT! 


REPLACE your broken or old-fashioned heels o 

with FITZ-ON-—the heels with the plug in, re ib On 
placeable nail-less top lift and reinf« rei ng etal o~ 
shaft. Comes in the «lim, graceful 214", 2%" & 3” 


‘ 


Jordan shape! FITZ ON HEELS AND REPL ACE 









ABLE LIFTS 75 «opr pred. State shoe size 
(Your cobbler can cover and attach them.) Or 
send sho and 83.95—we'll attach FITZ-ON 


HEELS ond send shoes back in 2 weeks. EXTRA 
REPLACEABLE LIFTS—Siec pr. (min. order 3 
pr.) No platforms accepted 


“SHOE—RISTOCRATIC” Service 








e Convert sling to ankle str 3.95 
e Convert ankle strap to sting 3.95 
e Opening toes (vee or siash) 3.95 
e Cut vamp down and re- bind vamp. 3.95 @e y 
e Shoes made longer ¢ or r wider 1.95 
SPECIAL! Professional shoe stretchers sent postpaid 
SE with full simple instructions 
«To make shoes wider 3.95 
«To make shoes tonger 6.95 
«To raise insteps 3.95 
« Set of all 3 (state shoe size) 12.95 











RHINESTONE HEELS 
The splendor of massed Khine 
ones set in gorgeous % Jordan 
will provide your cocktail and 
formal shoes with the ultimate in 
m with background 
gold or saliiver 
shoe size 






paid within ? weeks 

























TO ALL WHO WANT 


x EXTRA MONEY! 


Rush name, address today for sensa 
tional, new, fast-selling ‘‘Feature’’ 21- 
Card Christmas Ass't. Show friends, 
neighbors, everyone for easy , big pro- 
fits. Get facts about 50 money-makers 
such as “‘Tall’’ Jewel Scenes Assort- 
ment, Christmas Humorous Assort- 
ment, Religious Ass’t., Winter Magic Pho- 
tochromes Ass’t., Gift Wrappings, ete.— 
plus many Ev eryday Greeting ( ard Ass ts for 
Birthdays and other occasions. Also Children's 
Books, Imported Napkins, Stationery, Gifts, 
many others. You make up to 60c per box 
on each box you sel! 
Just your name 
i, SEND NO ba NEY! and address 
Get new *‘ Feature’’ Christmas Card As 
sortment now, on approval, with complete 
ney making plane, and se miss ef low 
riced Personal Christmas Cards FREE. No ex 
perience needed. Write wi 


WALLACE BROWN, 11 East 26th St., Dept. T-44 New York 10, N.Y 











MAHLER'S, INC, Dept. 85-M 


PROVIDENCE 15, R. I. 








' DON’T BE FAT! t 


t If you just can’t reduce and have tried dieting, pills 
and tablets—try relaxing, soothing SPOT REDUCER, 

a massager that's tested, and § 
has UL approval. Lose weight 
where it shows most! The re- fj 
laxing, soothing massage helps 
break down FATTY TISSUES, §f 
helps tone the muscles and flesh. 
and the increased awakened fj 
blood circulation helps carry 
away waste fat—helps ff 
you regain and keep a 
firmer and more grace- 
ful figure. When you use the 
SPOT REDUCER, it's almost 
like having your own private 
masseur at home. it's fun re- 

———— ducing this way! Lose pounds 
110 Volts A.C. and inches quickly, easily, safely, 
without risking health. For aches and pains due to 
over-exercise. Aliso used as an aid in the relief of 
pains for which massage is indicated. Sold on 
MONEY BACK GUARANTEE! Reduce or NO CHARGE! 
t (FIRMS FLABBY TISSUE!) 

Restores elasticity to sagging skin. 
ESTANDARD MODEL only $9.98. 
gAMAZING DELUXE MODEL only $12.98. 

(Save 90c postage. Send payment with order) 

send to BODY MASSAGER COMPANY 
318 Market Street, Dept. B-35, Newark, New Jersey 
=a eee eee eee ee ee ee ee oe 


(U.L. approved) 

















“Sneak-A-Peek” Mirror-Compact 


with both 
REGULAR 
and 
MAGNIFYING 
MIRROR 





* Measures 2! 
purse or pocket 


across when closed . to fit in 


With easel back for standing on your desk 


Choice of Pink or Blue with non-tarnishing Chromi- 
um fittings 


ONLY $1.00 PPD. 


“They make wonderful special thought gifts’ 
No C.O.D.’'s please * 


CORTLEY GIFTS 


Send for new free catalog 


305 EAST 83rd STREET 
NEW YORK 28, N. Y. 











Do You Make These 
Mistakes in English? 


MANY PERSONS say ‘‘between you and I”’ 
instead of ‘‘between you and me’’—or use 
“‘who'’ for ‘“‘whom’’. Every time you speak 
or write you show what you are. Mistakes 
in English reveal lack of education, refine- 
ment. Real command of English will help 
you reach any goal 

Only 15 minutes a day with Sherwin Cody’s 
amous invention—and you can actually ¥ 

SEE your English improve. It teaches by 
HABIT—makes it easier to do the RIGHT Sherwin 
way Wonderful self-correcting lessons Cody 
FREE BOOK. Lack of language power may be costing you 
thousands of dollars every year. See what Mr. Cody's 
method can do for you; it costs nothing to find out, 
Write now for free book, ‘“‘How You Can Master Good 
English in 15 Minutes a Day.’’ Sherwin Cody Course in 
English, 1749 Central Drive, Port Washington, N. Y. 











PERSONALIZED COLLAR PIN 


To keep your collar neat and your initials $1.50 
out front . . Our pretty slip-on pin—no jab 
marks Your choice of Gold Or Silver Plate ppd. tax inc. 


with 2 or 3 eng-aved initials. 

Order the matching cufflinks or earrings at $2.00 per pair. 
Pin and earrings or Cufflinks. .$3.00 

VERNON—Dept. RO 156 Fourth Avenue, Mt. Vernon, N. Y. 


drawstring. Lacing holes are punched 
and a generous amount of plastic lace 
included. Instructions and carving pat- 
tern for gusset included, but it is very 





CP. 
ya 


attractive when left plain. In chocolate 
brown. Only 60 cents, postpaid, from 
Tandy Leather Company, Dept. TS, 
300 Throckmorton St., Fort Worth, 
Texas 


Manicur-ette holds nail-care acces- 
sories, helps you achieve a professional- 
looking Deep wells for 
polish, cotton, and remover keep them 
handy and steady spilling. 


manicure. 


prevent 


Sloped finger-ramp assures better brush 
control. Tray fits easily on your lap, 
on arm of chair, or on any flat surface. 





Easy to clean. Makes good office gifts. 
In ivory or chartreuse plastic, just $1, 
postpaid. Write Sally Shepard Prod- 
ucts, Dept. TS, Box 387, 
New York. 


Ossining, 


Black Enamel Initials on solid brass, 
with a gleaming gold finish. Each ini- 
tial is % inch wide, % inch high. Use 
to personalize special gifts, to mono- 
gram your car, purse, luggage, belts, 
etc. No gluing or 


sewing required, 











What Is Your’“1.Q@.“’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Total fee only $2.00. University Test Bureau, 
Desk D3, Box 401, Palo Alto, California. 
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initials have self-adhesive back. Just 
press on with finger tips and letters ad- 
here instantly to metal, plastic, wood, 
fabrics, leather, and most other sur- 
faces. Set of three initials, $1, or seven 
for $2, postpaid. From Leecraft, Dept. 
TSN, 300 Albany Avenue, Brooklyn 
13, New York. 
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Handmade Earrings of sterling sil- 
ver, completely original in design and 
treatment. Created tor tomorrow’s heir- 
loom collectors, they’re a real find for 
gifts. Style a, in amusing 8-ball de- 
sign (about % inch across), displays 
bright 8 on curved oxidized circle. 
In style b (about % inch across) the 


sterling is specially treated to achieve 
a golden-toned violet against a bright 
silver background. Style c 


(about 1 





inch high) is the frankly feminine lily 
design, brightly polished except for 
oxidized center-depth. Style d (4 inch 
across) goes ultra-modern in polished, 
oxidized silver that has an intriguing 
blue-gray cast. All 
backs. Any one pair of earrings in your 


have screw-type 
choice of four designs, $1.95, postpaid, 
tax included. Be sure to state choice of 
design by letter. Write Silver Craft, 
Dept. TS, P.O. Box 406, New York 
36, N. Y. 

Southern Taste Treats for you to 
sample, to find out if what they say 
about southern cooking is true. Offered 
here are three Deep South delights: 
hush-puppy mix, chicken- flavored 
dumpling mix, and a dressing mix. All 





are said to be seasoned just like the 
original recipes used in bygone planta- 
tion days. Trial shipment consists of 
two boxes of hush puppy and one each 
of the dumpling and dressing mixes, or 
any combination of four packages for 
$2 ( postpaid ). Fully guaranteed, mon- 
ey refunded if not satisfied. On re- 
orders, one extra package of your fa- 
vorite mix will be included at no extra 
charge. Write Jane Jaye Shoppe, Dept. 
CH-8, Box 661, Hammond, Louisiana. 





(Continued from page 19) 
it, so you may as well submit gracefully to that fact. 

And don’t overlook the personal element in office 
relationships. You can earn the boss’s gratitude by 
reminding him that the order clerk has just become a 
father for the third time, that the receptionist is newly 
engaged, or that the office boy is leaving for the 
Army this week. After all, the man is human. He 
would like to keep his relationship on a friendly level. 
But only you know how busy he is, and only you can 
interrupt him while he is wrestling with an estimate. 
He may grow] at you, but he would growl much longer 
and louder if he missed an opportunity to extend 
some human warmth to one of his people. 

Your employer knows that you could never be guilty 
of discourtesy to the customers whose good will keeps 
him in business. But how does he feel about your man- 
ner towards his other callers. Your behavior towards 
them will determine their first impression of the firm. 
Do people like to visit your office? Do you make them 
feel cordially welcome? Or have you had the discon- 
certing experience of learning that the nondescript 
individual to whom you accorded the frigid brush-oft 
was the boss’s closest friend? 


ARE YOU CONVINCED that you must act the part of the 
ferocious dragon guarding the holy portals? Perhaps 
your zeal to protect your employer's privacy carries 
you to excessive lengths. Are you afraid that normal 
courtesy will encourage the persistent salesman to 
redouble his efforts? If that is what’s bothering you, 
you can relax. The modern salesman knows only too 
well that the order obtained under duress is apt to 
be canceled by telephone 
before he even leaves the 
building. As a _ result. the 
“foot in the door’ selling 
technique is as obsolete as 
the aggressive patter that 
went with it. You will dis- 
pose of him much more 
quickly by accepting his 
card, expressing regret, and 
suggesting that he write for 
an appointment. You will spare his feelings and save 
yourself embarrassment in the event that your boss 
might want to see him after all. 

Have you trained yourself to recognize the voices 
of important people on the telephone? His customers, 
the vice-president-in-charge, his close friends, his 
wife or mother? Have you taken the trouble to make 
friends with his wife on her infrequent visits to the 
office? It would be wise to know her preference in 
colors, flowers, perfumes. Husbands rarely remember 
these things, come Christmas, but are happy to have 
a little inside information from their secretaries. And 
you may even have to do the shopping. 

It is possible that, in a weak moment, your employer 
promised his children a day at the office, as a special 
treat (for them). 





Believe it or not, children can be entertained in 
an office without visible damage to furniture, equip- 
ment, or working morale. They like to work. And 
they can even be useful—running errands, sorting 
correspondence, sharpening pencils, carrying files back 
and forth. Introduce them to the dictaphone, where 
they can record for posterity their favorite jokes and 
school songs. It may be a good time to have them 
photographed, as a surprise gift for their mother’s 
next birthday. When it comes to surprises, Junior 
can keep a secret very well indeed. Probably better 
than you can. 

Again, relax. You probably won't see them again 
until the next crop of report cards is out. Meanwhile, 
their father can retain his pride in his budding gen- 
iuses, the staff can enjoy a break in the routine, and 
you can have a lot of fun, too, And your name will 
be blessed by Guess Who, whom you have preserved 
from what very easily could have been a soul-searing 
experience. 


ARE YOU BEGINNING TO WONDER just what you are sup- 
posed to be around here, anyway? Remember our 
definition: confidential manager, attendant, or friend. 
You might add: his advance guard, smoothing the 
way before him. His mop-up squad behind him. His 
sounding board. His personal public-relations depart- 
ment. His shock absorber. His memory system and 
conscience. His appreciative audience for his suc- 
cesses and his ego-builder for his failures. In other 
words, his personal secretary. 

Difficult? Not at all, if you like and appreciate 
people, if you are willing to recognize their elemen- 

tary rights in the scheme of 
things. You are a little cog, 
operating next to the Big 
Wheel, and you could not 
function (nor could he) if 
the remaining cogs failed in 
their performance. You need 
them more than they need 
you, sO any growing pains 
you may experience in ad- 
justing yourself to the group 
will benefit you immediately. 

And the rewards? That dreamboat of a boss who is 
now hiding under camouflage of your present em- 
ployer. That perfect job, which you are now holding. 
That wonderful glow when your employer's best 
friends and customers openly envy him the “perfect” 
secretary—and try to entice you away from him. You'll 
discover that you are too absorbed, too happy to care 
what kind of job your roommate has. She may actually 
begin to envy you. 

You will know just how much your employer values 
you—not only by the size of your pay check, but by the 
look of panic on his face when you leave for your va- 
cation. How on earth is he ever going to manage for 
two whole weeks without his good right hand? How 
will he live through it? 
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Worries of a Working Girl 
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How fast can you read shorthand? You 


This material is counted in groups 





ean probably speed through 
of twenty “standard” 


BY MARGARET OTTLEY 
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(Continued on page 57) 


page, which is based on Chapters One and Two of the Manual. 
ds eac ch, so that you can estimate your reading speed. 
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iy NOT ENVY the young man or woman who 
earns $3,500 to $6,000 a year as a secretary. You 
: can earn that salary, and the personal satisfaction that 
ae goes with it, by allocating your time for systematic 

Let ~ Do The practice now, and adhering strictly to that schedule. 

This department has a brilliant array of awards that 

beckon to you to earn them. You will not lack for in- 

spiration in striving to make your secretarial or report- 


Job Together ing career interesting, exciting, and successful. 


HERE ARE SOME OF THE GOALS to be set in shorthand: 





< BY FLORENCE ELAINE ULRICH On 3-Minute Dictation Tests 
Director, Gregg Awards Department 60-word Shorthand Speed Certificate 
80-word Shorthand Speed Certificate 
J ' es 100-word Shorthand Speed Certificate 
sal igs a : Heer 120-word Shorthand Speed Certificate 
. On 5-Minute Dictation Tests 
60-word Certificate and/or Pin 
80-word Certificate and/or Pin 
100-word Certificate and/or Pin 
120-word Certificate and/or Pin 
140-word Pin 
160-word Pin 
175-word Pin 
200-word Diamond Medal 
: And you will want, also, to win membership in the 
world-wide Order of Gregg Artists. As soon as you 
have learned to write shorthand with reasonable facil- 
ity and accuracy, you may take the Junior OGA Test. 
Your notes, to qualify you for OGA awards, should be 
the style of shorthand any good student, secretary, or 
reporter would write. 
4 
SET UP A SCHEDULE of your goals, with the aid of your 
teacher if you are in school, and staple it to the fly 
leaf of your shorthand textbook. Then fill in the date 
on which each award is attained. 

The tests for the OGA awards are published in this 
magazine. The shorthand speed tests and the test for 
the Complete Theory Award in shorthand, together 
with instructions for giving the respective tests, are 
published in Business Teacher, the magazine that is 
available to teachers on request. 

} There are awards to be earned in typing, too, be- 


ginning with the Competent Typist and/or Typing Ac- 





) ) — = complishment Certificate at 30 words a minute. 





Te | The Typing Accomplishment Test (TAT) should be 


typed one time only for five minutes. If you write at 


the rate of 30 or more net words a minute with not 
more than two errors on the 5-minute typing test, you 
ire eligible for the first certificate. Two 5-minute tests 





are provided each month. 





TO SHORTHAND AND TYPING INSTRUCTORS 


If you have not received your copy of the Awards Instruction Booklet, send a self-addressed, stamped envelope to the Gregg 
Awards Department, 330 West 42 Street, New York 36, N. Y., with your request for one. 

The incentive of successful achievement through the use of the Awards Plan has helped thousands of business students 
achieve professional competency in their chosen field. 
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The Competent Typist Program 
is a skill-building plan for increas- 
ing speed and accuracy. It provides 
an incentive for repetitive monthly 
practice in order to earn the high- 
est possible speed award. The test 
may be practiced as often as de- 
sired, but the copy that is sub- 
mitted for an award must be writ- 
ten in ten minutes, contain not 
more than five errors, and be typed 
at 30 or more net words a minute. 
The Competent Typist Test is pub- 
lished in this magazine each month 
and is also available in leaflet form. 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 


OGA 
SENIOR 

X Aa 
This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 


write anybody-can-read-it 
Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


46 


The Typewriting Accomplish- 
ment Test is contained in a four- 
page leaflet that contains also the 
Junior and Senior practical problem 
tests to be used for membership in 
the Order of Artistic Typists. The 
Senior OAT project is for ad- 
vanced typists. The Junior OAT 
project is for beginners in typewrit- 
ing. A subscription to the Compe- 
tent Typist two-page leaflet is 20 
cents. The four-page Typewriting 
Accomplishment leaflet, contain- 
ing four tests, is 30 cents a sub- 
scription, with a minimum order 





of 10 subscriptions for either leaflet. 

It is easy to learn the principles 
of shorthand, but practice, and 
more practice will be required to 
become a proficient secretary or re- 
porter. 

It is true that you must practice 
for typewriting skill also. You can 
learn the keyboard and the manual 
operation of a typewriter in a few 
easy lessons, but you will have to 
devote hours of practice to develop 
vocational skill. 

It will be fun, however, if we all 
pull together—NOW. 
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Words 

TO THE GIRL AT THE FRONT DESK from the © 8 
Friendly Adventurer. You may well carry your head 1s OAT 
high, for you are a very important person. 27 ayes 
Yours is the first face the caller sees, the first voice 38 JIUNIOR 
he hears. First impressions are deep impressions, and 49 








you make the very first impressions for your firm. The _ 60 pace all again 
light in your face, the spirit in which you speak, your 71 The word count will enable you 
° : : o check yo yrroductio e. This 
little acts of courtesy and kindness—these are like a___82 propa cy, oes 
mirror in which your caller sees reflected the person- 93 Type for (1) neatness and (2) good 
. . placement, and (3) for accuracy 
ality and philosophy of your firm. 100 no strikeovers or typographical errors. 
i You set the stage for every call. You ring up the 110 ent sipon grist and put | 
> ‘ . double space between paragraphs, 
curtain on each transaction. Yours is the task of greet- 122 even in single-spaced material. (5) 
ing each caller as a welcome guest, and sending him 132 Be wo Fag spell and punctuate 
° ° e ° » correc vy. 
) away with a glow of appreciation in his heart—even 12 
when he came to sell and went away without an order. 153 poe Pipe oe sited slp 
You have the power to send visitors forth as good- 163 specimen that you produce 
will ambassadors for your firm—to speak thousands of 174 
words of praise for your company, across the nation 184 
and around the world. You may be the creator of thou- 195 
sands of human advertisements that pack a selling 205 pina! anieeed xen: 
° ° Mail your work to the Gregg Awards 
punch that cannot be put into paper and ink. 214 Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee IS 
cents for each certificate; 50 cents 





for each OGA, OAT, or 50-word 
CT pin; 75 cents fer each higher- 
speed CT aw ard. ° Ke sure your name 
ev and address appear on your paper. 

2 . P ‘ ha * Any group of papers submitted 
To: All Smith & Company Receptionists 9/19/ 38) should be accompanied by a typed 


list of names, designating the award 


ub ject: I'm Proud of All of You! t date desired by each candidate, * Septem- 

4 ee ber copy is good as membership tests 

- : : f , LL for OAT, CT (page 48), and OCGA 
From: Michael Brown, President i awards until October 20, 1955. 











I want to take this Mone to  — each and every one 


of you for the fine job you are doing in "holding down the 


front desk." From ‘ine to time I have heard favorable com- > A f 
~ 


ments from customersx business friendsx eand-otkews who have 


chanced to stop tr our offices ,and-they-ape-fubi-os-gu0d hy EK XN é q@> fy 





words abort /welcome and i. quick, courteous service. 
bfr£a 2 Off bccalers I 
Whether you are awa or pe of ‘it or wae, you a¥ playing a Senior candidates must 
leading role in our business by creating good willf#ood submit the complete production pro) 
| will that cannot be put ## dollars and cents. In fact, I ect—the corrects mame (iran 


the rough draft alongside) 


am *an article that came to my attention just a und the article to accompany it, 
few days ago. It points out, as I would like to; your im- which appears at the top of the page 
portance in the success of our business. is the Junior Test. Plain 


1 Ul, paper may be used for both parts 
Cee : : : Ps Sinn ; of the project—-memo paper for copying 
I wish it were possible for me to thank all of you 


for your fine work. However, I shall have to let this note Pare tee 
be anfambassador fer-me, at least for the time being. But ae © ee Van eee ee 
I want you to know this: I'M PROUD OF ALL OF YOU! indicated, and check to be 
sure you make them all. 

You may practice the copy 


Exc. M. B. until your specimen 
— represents your very best work. 
SENSE ) 
—— —enegpmmendenatidh (MB: r] I 
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SEPTEMBER COMPETENT TYPIS® TEST 





To compute speed, note the number indicated at the end of the last line you 


speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 


copied completely and add 1 for each additional 5 strokes typed. To get gros 





Words 


Ever since the time of Adam, the 7 buy a television set. We were popular 
first man, it has been a fundamental 14 people! I might add, though, that our 
trait of human nature to desire to be 22 popularity and conceit fell along with 
first at something—perhaps to be the 29 the proportional size of our screen as 
first man to traverse the Atlantic 36 new and larger sets were put on the 
Ocean by steamboat, by airplane, or by 44 market. I also can recall how I used to 
rocket; or perhaps to be the woman to 32 nag my father to be first to purchase 
have her washing hung on the line ear- 59 our new license plates and to attach 
liest on Monday morning. 64 them to the newest model car. That 

It is the first baby of the family who 72 would give us real distinction. 
gets all the showers, the new bassinet 80 My grandmother never tires of tell- 
and the shiny stroller, the new clothes _ 88 ing us that her mother was the first 
and the sterling-silver cup. The poor 9% white baby born in Columbia County, 
little chap who comes along next gets 103 Wisconsin; and, with the first snowfall 
whatever is left over from Number 110 of each year, my grandfather reiterates 
One; and this misfortune continues be- 117 that he was the first skier to jump off 
yond childhood. 121 the first slide at the first skiing contest 

The first boy to go swimming in the 128 held in our city park. Also, there is the 
spring of the year is the one considered 136 story that Dad constantly narrates to 
most heroic and daring by his class- 143 us about being the first student in his 
mates. The first player chosen for 150 college to sell a thousand football pro- 
“sides” on the baseball team at school 158 grams in one day; and Mom is always 
is without question the honored one. 166 repeating the yarn about how her so- 
Ever since I can remember, young 172 rority was the first one to win first 
folks have vied with one another to be 180 honors at College Night for three con- 
first, whether it be in an arithmetic 188 secutive years and keep the loving cup 
contest or in lining up to leave school 196 permanently. Yes, everyone wants to 
for home at three o’clock. The girl who 204 be first. 
is first to receive her diploma at high 212 We like to laugh at ourselves and 
school commencement is always the 219 our friends for having this strong de- 
envy of the entire eager class. 225 sire, but isn’t it a trait to be cultivated 

In the springtime one keeps watch- 232 rather than subdued? The boy or girl 
ing daily for the first robin, and for the _ 241 who is ranked foremost in the class is 
first da:odil to bloom in his or his 248 certainly to be commended. The inven- 
neighbor’s yard. The man who is the 256 tors of the first cotton gin, the first 
first in the vicinity to plant his corn is 264 steam engine, and the first incandes- 
looked upon as the best gardener. The 272 cent light bulb are the benefactors who 
man who fertilizes and seeds his lawn 280 belong at the head of the list. Even in 
first is admired as an ambitious care- 287 this modern atomic age there remains 
taker. The lady who gets her spring 294 still a precious pearl of truth in the old 
flowers planted first receives plaudits 302 proverb about the early bird that 
from all, and she feels completely en- 310 catches the worm. How proud we 
titled to her reward of high praise. 317 should be that our nation was first to 

I can recall when our family was the 325 accomplish nuclear fission. 
first on our street a few years ago to 333 iin Diniad, stialaiieiialiiads he site at catia tained 


Written especially for Gregg Awards cand dates by Edith Huggard 
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W ords 
340 
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MY TYPEWRITER IS 
MY BODYGUARD 


BY GLADYS GUILFORD SCOTT 
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2 REQUIREMENTS FOR SUCCESS 





You will advance 
faster in your career 
if you have been 
well-trained in an 
accredited school— 
and if you acquire 
the EraserStik habit 
early. 











EraserStik is differ- 
ent. It is a modern, 
slim, pencil-shaped, 
wood-encased eraser 
that erases a single 
letter without marring 
the rest of the word. 
It sharpens just like 
a pencil. 

lf you want praise 
instead of criticism, 
use EraserStik. For 
typewriting, pencil or 
ink. Get a few 
today. 

TEACHERS: FREE 
sample available for 
class demonstration. 
Write on school 
stationery. 

For best results | 
expose rubber point | 








AWFABER ERASERS TK GEM 08.0.7099 


AWEABER GRASERSTIK 228 48%. 7T099B his 


about 3/16”. 





A.W.FABER-CASTELL 


PENCIL CO.,ING. NEWARK 3 
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ASK THE EXPERTS... 


(Continued from page 12) 





Q). Last year my employer paid me a 
Christmas bonus. This summer he gave me 
a tacation bonus as well, Must I report 
these gifts as income on my income-tax re- 


turn? 


{. Yes. It has been held repeatedly by 
Federal courts and by the Board of Tax 
\ppeals that bonus payments and gra- 
tuitous additional compensation for past 
services constitute taxable income, 


QQ. While typing a thesis on the United 
Nations. | used for reference an article en- 
titled. “Our Enlightened Self-Interest and 
the United Nations.” written by A. A. Berle. 
Jr.. which was reprinted by the American 
{ssociation for the United Nations. Neu 
York. New York, How should this be en- 
tered in the Bibliography? 


{. For entry in a_ bibliography, the 
article. you mention would be referred to 
thus: 
Berle. A. A.. Jr.. “Our Enlightened 
Self-Interest and the United Na- 
tions” (reprinted), American As- 
sociation for the United Nations, 


New York. New York. 


Q. { husband and wife put their money in 
a joint account. If one dies, is the other 
entitled to the whole amount without the 
necessity of administering the estate of the 


deceased in the probate courts 


{. When a written instrument is exe- 
cuted by the husband and wife, upon 
opening an account with a bank. to the 
effect that the deposit, when made. and 
all accumulation, shall be held by them 
as joint tenants with the right of sur- 
vivership, the surviving depositor is en- 
titled to the whole amount without the 
necessity of formal probate proceedings. 








Words 


(Key to teasers on page 30) 


SPELLING OUT NUMBERS 

|. fourth; 2. eighth; 3. ninth; 4. twelfth; 
5. eighteenth; 6. nineteenth; 7. fortieth; 
8. torty-eighth; 9. ninety; 10. ninetieth. 


PRINCIPAL—PRINCIPLE? 

Principal: 1, 2, 4. Principle: 3, 5. Did 
you notice that only the word principal 
may be used as an adjective? 


WHAT'S WRONG HERE? 

1. Should be women’s. 2. Should be 
fewer calories. 3. Should be... . . than 
any other coffee. 4. Should be If it’s a 
I'V, etc. 5. Should be as Helen's does, or 
like Helen’s. 6. Should be most unusual, 
or most important; unique cannot be 
qualified. 


WHICH DEFINITION? 
l. c; 2. d; 3. b; 4. c; 5. b. 
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Gets the J K 


on the cleaner instead 
of your fingers 


AW.FABER 


& 





TYPE CLEANER 


The- dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW.Faber Plastic Type Cleaner. 





It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W.FABER-CASTELL 


PENCIL CO.,INC. NEWARK 3, N. J 
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types her best 
using the 


_Leéouts COPY HOLDER 


@ all-Metal—one piece 
@ “sight level" convenience 
@ holds postcard to phone book without tipping 
Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
9'4" high, 5” base. So low in cost every typist 
in your office should have one. 
ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storage Products 
720 S. Dearborn Street ¢ Chicago 5, Illinois 





How to put more Life 
in your Files... 





| No file is ever a dead 
h file if you use ACCO- 
bind Folders. They’ll 

keep your correspond- 

ence, reports, invoices, 
all your papers neatly, securely bound 
between pressboard covers that last for 
years. And—at transfer file 
time simply slide out your 
bound file, insert a new ACCO 
Fastener and your Accobind 
Folder is ready to go again. 
Ask your stationer. 


ACCO PRODUCTS, INC. 


OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 
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OFFICE SHOPPING CENTER 





Desk Mates: Pat Stamp Keeper and 
Tape Keeper, in twin dispensers. These 
popular desk accessories are smartly styled 
of heavy brass, polished on top and 
brush-textured on the sides, with black 
lacquer base and felt underpad. Both 
double as paperweights, are 2 inches high 
1 2% inches in diameter. Stamp Keeper 
holds stamps by the strip or roll. Tape 


anc 





Keeper holds up to 400-inch roll of 4-inch 
or -inch tape. Stamp Keeper is $1, 
Tape Keeper is $1.50. Pat “Desk Mates” 
Set is $2.50. At your stationers, or write 
Ketcham & McDougall, Inc., Dept. TS, 
Roseland, New Jersey. An ideal office gift! 


Visi-Shelf, a new space-saving filing 
system, holds two four-drawer filing cab- 
inets in only half the floor space usually 
required. Units with seven to ten open- 
ings are available, with or without drop 
doors, to fit letters and legal-sized records. 
The system features the patented Facile 





Guide-Pull that serves as a divider-guide, 
an index, and an Automatic Record Lo- 
cator. When the file clerk pulls the guide- 
pull toward her, the record she is seeking 
is pushed forward for easy selection. For 
brochure describing this new space-saving 
system, write Visi-Shelf, Inc., 105 Reade 
Street, Dept. TS, New York 13, New York. 


Small Analysis Machine, said to be 
“twenty adding machines in one.” Made 
by National Cash Register Company to 
meet industry’s need for an analysis of 
sales and cost of sales, purchases, labor 
and material costs, etc. It is small in 
size and price—simple to operate, ideal 
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for small and medium-sized businesses. 

Machine yields 18 individual totals, 
plus a miscellaneous and grand total. At 
the same time figures are entered, they 
may be printed on a form, such as a sales- 
man’s commission statement, a vendor’s 
invoice, etc. Machine can be operated un- 
der locked control, or left open, as de- 
sired. Also has many other features, For 
complete information, write National Cash 
Register Company, Dept. TS, Dayton 9. 


Free Carbon Ribbon. Makers of Colum- 
bia Carbon Ribbon extend an invitation 
to all owners and operators of typewriters 
equipped with carbon ribbon to try their 
ribbons without charge! Just type on your 
company letterhead, with your present 
carbon ribbon, the line “Send me one free 
Columbia Carbon Ribbon, as offered in 
the September issue of Today's Secre- 
tary.” Be sure to give your name and the 
make of your machine. Columbia factory 
technicians will then select the best rib- 
bon for your letterhead paper and send it 
to you. To take advantage of this no- 
strings-attached offer, send requests to 
Columbia Ribbon and Carbon Manufac- 
turing Company, Inc., Glen Cove, New 


York. 


Book-Saver, a liquid plastic. Repairs 
broken book bindings, torn pages. Binds 
invoices, correspondence, reports, etc. A 
thin coating also protects frequently 
thumbed file folders. Takes minutes to 
apply and dry, but said to last forever. 
Comes in jar or handy squeeze-spray bot- 





tle; be sure to specify choice. Eight 
ounces, $1.95, postpaid, from Delkote, 
Inc., Dept. TS-9, Box 1335, Wilmington 
99, Delaware, or Box 574, Berkeley, Cali- 
fornia. Free literature describing many 
uses is available on request. 








ON THE BALL WITH THE DODGERS 


(Continued from page 17) 





a bathing suit by mid-afternoon and take a swim. Or 
she may go down to the golf course, to the tennis 
courts, to one of the four baseball fields, or to Holman 
Stadium. Edith enjoys the relaxed informality of these 
six weeks away from the pressure of the big city. 

In Brooklyn, the players are usually so busy that 
theyre not often in Edith’s office, but in Florida she 
gets to know them and their families well. She also 
takes a keen interest in the try-outs of the Minor 
League players. Between five and six hundred are 
under contract to the Dodgers. working in sixteen 
farm clubs, and all get their chance during spring 
training, when they are considered for a Major League 
contract. Does she have a favorite player? Her big 
eyes sparkle as they always do when she talks about 
her Dodgers. “I try not to; but, yes, I do have my 
favorite,” she admits—and then she stops, with an enig- 
matic smile. 


Wuen Mr. OMattey thinks life may be getting a 
little dull at Vero Beach for his staff. he suggests a 
special trip. One vear it was a trip to Key West. an- 
other time it was a flight to Nassau. And every vear 
they look forward to the annual St. Patrick’s Day 
party at McKee’s Jungle Garden. St. Patrick’s Day in 
a jungle is as gay as it sounds, complete with green 
ice cream. 

Another special occasion is the Knot-Hole party 
(remember the knot hole in the fence you used to 
peek through when you were a kid?) given to wel- 
come the Dodger players when they return to Brook- 
lyn after training. And at Christmas there is a party, 
in the press room, for Ebbetts Field personnel and the 
office staff. At this party rings are given to each em- 
ployee who has completed three vears of service. The 
rings are silver, with a diamond set in the middle of a 
spinel stone in the Dodgers’ royal blue. 

Edith finds little difficulty in mustering up enthusi- 
asm to help Mr. O'Malley plan these parties. She as- 
sists him in making arrangements for refreshments, 
elaborate decorations, and a good orchestra. Her fa- 
vorite party to date is the dinner and theatre party 
given when the Dodgers have won a National League 
pennant. 

This year, Edith is keeping her fingers crossed. 
She'd love to make arrangements for a World Cham- 
pionship party. If this is Next Year, she just may get 
her wish. 
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Graffco never 
lets me down! 
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‘ 
Chemical Inc 





Wade 
= “a wom T 
Nu-Vise Metal Pr 
Sopnals for “Wertcal” Records 


How I used to dread the sudden call 
for facts and figures. They were in the 
but where ? 


Now Graffco Signals and Maptacks 


records and on the maps .. . 











° . -“¢ . T 7 
spotlight all important classifications for \ \ 
9 : . a Co. 
instant action. And as reminders, they ‘ 








never forget! There is a special Graflco — Pegcgrir noanenan 
product for every kind of record hous- ——— 


ing, maps and charts. H rite for free 
color folder describing them all. 


SIGNALS 
Gra tf CO and MAPTACKS 
At your Office Supply Dealers . . . or 


GEORGE B. GRAFF COMPANY 
Mass. 














54 Washburn Avenue, Cambridge 40 













NEW 
SARASOTA 
TERRACE 


7 wonderful days 53:35 


wetter 


6 romantic nights yy 


= 

only °2.4% Hotel 
poe cel Py Sarasota, 
December 31, 1955. Florida 


Your Florida Dream Vacation! 


eek at : special never-before-offered rate LOW 

that makes this a “must”. Includes—at no 

extra cost—air-conditioned accommodations, PACKAGE 

bathing at Lido Beach, golfing on Bobby RATES 

Jones’ 27-hole course, use of Jade Swim- 

ming Pool, shuffleboard courts, sightseeing Vouble occupancy, 

tours, planned entertainment and “get- ling minimum 
: ” . 5 “ , air fare trom cities 

acquainted” party. Be our guest at “Horn’s ji 4a 

Cars of Yesterday”, an unforgettable sight- 5 

seeing cruise on the Gulf of Mexico thru Atlante $ 72.02 

jewel-like Florida Keys, the exciting grey- 


; ; Boston 135.42 
hound races in spring and summer .. . all 
FREE! Chicago 122.02 
FOR RESERVATIONS .. . see, write Or New Orleans 82.02 


phone your local TRAVEL AGENT, any Hew York 114.42 

office of 

Phil Iph 115.32 
NATIONAL or CAPITAL AIRLINES or Metelphie 115 

HAPPINESS TOURS, INC.—6 E. Monroe St., “ashington, D.C. 

Chicago, Ill._—2 W. 46th St., New York, N. Y. 99.02 











NEW SARASOTA TERRACE Hotel 


P.O. BOX 1720, SARASOTA, FLA TEL. RINGLING 2-531] 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 













For Ti lest 
seinen INDEX TABBING With 
Pica Spaced Inserts!” 












“lL Am 
~~ Accurately ‘ ; 
Scced | Saves 56% Typing Time 
For od on Typing 1, 2 or 3 Line Titles 


—vr 


¢ Typing is Faster, Easier. 
e Always On a Straight Line! 
4 e Titles Are Neater, Cleaner! 


Typewriter Use.” 











== An seca e Ends The Need For Tedious, 
} AICO — Fatiguing Soft Roller Work. 
iT Exclusive! 





_\ 
——— =? | 
Easy 10 cur [To [any | DESIRED) (Zep 
ae A a EY Oy SY 
. NO SOFT ROLLER REQUIRED a! 
PY 
INSERTS ARE TYPEWRITER SPACED! 6) © 
The new AICO TYPERITE TABBING has 4 
blank inserts that are typewriter spaced which permits the 
use of the line space lever when typing titles. This ends the 
need for soft roller work when centering or positioning the 
titles on the insert strips. Just set the line space lever for 
1, 2 or 3 spaces and you breeze right through the job. 
Now, At Your Stationer or Write Dept. 5 For FREE Sample! 





97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 





INDEXES 























Write care of Dept. A 
for your free copy of 
“All In A Secretary's 
Day" featuring the 
famous Sphinx babies! 


“Gee, Boss... For Me?”’ 


“Ever since I’ve been using 

nationally famous Sphinx 
Typewriter Papers, J.J. has 

/. been as sweet as sugar. It really 

Pays to satisfy your boss and 

~ it’s so simple to do with fine 
quality, economical Sphinx 

Papers.” There’s a Sphinx Paper 

for every office use! At leading 
stationers everywhere. 


SAXON PAPER CORPORATION 


I8th STREET »- NEW YORK Il, N. Y. 





240 WEST 
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WHERE ARE YOU GOING? 


(Continued from page 9) 












to the editorial department must have excellent vo- 
cabularies, must know grammar well, and must spell 
by the book (Mr. Webster’s ). 


By Now, YOU PROBABLY HAVE THE IDEA. A good person- 
nel director will try not only to find a person who 
suits the job, but a job that suits the person. We 
want you to be happy. When you are, you do a better 
job and are more apt to grow with it, which means that 
the personnel department has done its work well. 

But, quite aside from personnel’s viewpoint, from 
your viewpoint, youre wasting a great deal of your 
life if you aren’t doing work you like. For five days a 
week, at least 50 per cent of your time (probably 
more) will be spent on your job, traveling to it, or 
preparing for it. How can you be at your best, on or 
off the job, if you spend that much time being bored 
and unhappy? 

Too, it's important to remember that, the longer 
you continue doing work you dislike, the more diffi- 
cult it will be to leave it. Each year’s working experi- 
ence in a particular field makes you worth more in 
that field. If you decide to switch to unrelated work, 
you may even have to take a cut in salary. If you 
don't, you will certainly be worth more to an em- 
ployer if your knowledge, experience, and background 
are related to his work. 

So, it will help you to stop now and ask yourself, 
“What really interests me?” 


SIT DOWN AND MAKE A LIsT of all your interests and 
hobbies, even those that seem unrelated to business. 
Now, thumb through your classified telephone book. 
I think you'll be surprised at the many business classi- 
fications that are related to your interests and at the 
many firms who have jobs that would suit your per- 
sonality. 

The next step, of course, is to write down the names 
of the places that might have the kind of job you'd 
like and then make the rounds of their personnel of- 
fices. Sooner than you think, you'll probably find that 
special job you've always wanted. And you'll know 
where you're going! 

If, for example, a girl's main interest in life is 
clothes, she should follow that interest. She should 
try to get a job with the merchandising manager of a 
department store, or a clothing manufacturer, or per- 
haps with the promotion manager of a textile firm. 

A girl who is fascinated by figures would be even 
less limited. There are jobs for her in almost every 
company, but she would obviously find more scope for 
her talents in an investment firm or a bank. 

By now, we'll assume you're on the way to finding 
the job you want. Once you have it, take stock of 
yourself. Are there things you need to know that will 
help you grow on the job? Dees your local high school 
or university give courses in these subjects? Classes 
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WORRIES OF A WORKING GIRL 


(Continued from page 44) 
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at night school are usually rewarding in friendships 
as well as knowledge. 

Or maybe you feel that, at this point, you need a 
little self-improvement. Have you heard a recording 
of your voice lately? A speech course might do won- 
ders for you. What about your appearance? Would a 
course at a local modeling school or a few nights a 
week spent at a dancing class make you look and feel 
sharper? If you've always been intrigued by ceramics 
or leather work, you might consider a course in these. 

Once you're in the right job, everything that makes 
you a better or more vital person can help you do bet- 
ter work. And, once you know where you're going, 
there'll be no stopping you! 





I have good reason to “love” my boss—he 
bought me a Pres-to-line Copyholder. Sure, 
I had to sell him on the idea, but it was easy 
to do. 


Just a few words on how Pres-to-line could 
cut down on my typing fatigue and increase 
my efficiency got him interested right away. 
Then I clinched the sale by telling him 
about the time-and-money-saving advan- 
tages of Pres-to-line... And of course, 
I told him how it would make my disposi- 
tion sweeter, too! 


Well, it worked. I got my Pres-to-line. I’m 
a pretty happy girl, believe me, thanks to 
Pres-to-line and my boss. And my boss 
thanks me for telling him about this won- 
derfully modern way of increasing office 
efficiency. 


Do what I did, girls. Write for a catalogue 
and the name of your nearest Pres-to-line 
Distributor, and then —sell your boss. 


Pres7odine 


CORP. OF AMERICA 
2339 Cotner Ave. * Los Angeles 64, California 
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Pencil of the year 


wites far Smoother 
asts far longer 


SEMI-HEA 


with NEW 
LANOLIZED LEAD 


Secretaries will marvel at these easier, 
smoother writing Semi-Hex pencils with 
new LANOLIZED LEAD. Easier to get 
work done — whether shorthand or gen- 
eral office work. 





Ne tees 


Vaa GENERAL’s ; 


Because it writes smoother, Semi-Hex with 
new LANOLIZED LEAD lasts longer. Our 
Carbo-Weld process makes its points break- 
resistant! 

Get these benefits at no extra cost ... on 
a money-back guarantee. Get your supply 
of Semi-Hex with LANOLIZED LEAD... 


today! At leading stationers. 





Write us, Dept. S., for a free trial pencil, 
naming your favorite degree. 


5 Degrees: 1-2-22/4-3-4 
GENERAL PENCIL COMPANY 


Jersey City 6, New Jersey 











—Do it right. betier. faster! 


with }I 
te 


Secretary’s Book 


NEW! 1955 printing of this famous guide for 
busy secretaries. Helps you get more done, 
more efficiently. Valuable typing timesavers, 
hints on keeping files, handling callers, effec- 
tive phone technique, and writing attractive 
letters. Gives special attention to preparing 
legal papers: writing cables, stencils, reports: 
current postal and express regulations, ete. 





Covers these important topics— 


better shorthand—correct gram- 
mar — standard abbreviations — 
punctuation—writing letters ‘‘on 
your own’’—correct form of ad- 
dress—taking minutes of meet- 
ings—fast transcribing—secretar- 
ial short-cuts—dividing words— 
form letters—finding information 
—and many more! 


142 ills., 597 pp. $4.25 


* Clip this ad, attach your name and address. 


Send direct to publisher. Save postage by re- 


mitting with order Satisfaction guaranteed! 


THE RONALD PRESS COMPANY 15 E. 26th St., N.Y. 10 























ACCENT ON ACCESSORIES 


(Continued from page 36) 





floss. While looking at transfer patterns, you might 
also investigate the selection of braids, ribbons, cot- 
ton laces, and felt flowers as possible trimmings on 
sweaters and evening skirts. 

Accessories are also the business girl’s answer to 
a dinner date straight from the office. Bare-armed 
sheaths, with jackets that can be worn during the day 
and taken off later, and scoop-necked dresses with 
removable well known and 
simple remedies. But, if neither of these appeals to 
you (and this year the covered-up look is among the 


dickies are, of course, 


smartest), there are any number of other happy solu- 
tions. If the dress you're planning to wear is a simple 
wool, try a satin belt, possibly with a rhinestone buckle, 
and a rhinestone pin at the neck. By the time you've 
added a tiny satin hat, dark gloves and purse, and a 
generous swish of your favorite perfume, you have an 
ensemble that could go anywhere. If you'd prefer not 
to wear a hat, and it’s frequently easier when going 
on to the theater, you might wear a small nose veil or 
one of the new chignon caps that fasten so easily to 
the head and can be worn with either short, growing- 
out, or long hair. 


FULL skiRTs SEEM to lend themselves more readily 
to after-five festivity, especially if an evening of danc- 
ing is involved. Here again the sheath or straight- 
line dress is your best bet, but this time tie on a 
full lace or nylon net overskirt. Most of them fold 
easily, and without too much wrinkling, into a square 
small enough to slip into a tote bag for easy carrying. 
If youre adventuresome, and slim enough, there are 
overskirts in brocade, printed jersey, and even se- 
quin-sprinkled tweed that are striking. Should you 
feel you're more the “stole” type, select one in a lacy 
wool or metallic-threaded fabric. These are especial- 
ly nice over a sheer wool on early fall nights when 
it’s too warm for a coat and yet a little chilly with- 
out one. A jeweled sweater in either a pastel or a 
bright shade is an equally effective choice. 

For another change of wardrobe pace, try matching 
your shoes to your gloves instead of to your handbag. 
This not only eases pressure on the clothes budget 
(a glove wardrobe -is much less expensive to main- 
tain than an extensive collection of handbags ), but it 
also eliminates transferring your personal belongings 
from one purse to another and, consequently, lessens 
the chance of forgetting things. Accessory-wise, you 
will also find that a pair of pumps in either one of 
the many brown shades or a true red will be as essen- 
tial to your smart appearance as the classic opera 
pump. 

But, no matter how extensive and original your ac- 
cessory combinations, simplicity and neatness are still 
first considerations. After all, not one of the women 
on the best-dressed lists ever got there by wearing 


all her clothes or accessories at once! 
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BEAUTY BUYS 
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A real aid to fastidi- 
ous grooming is Ban, 
Bristol-Myers new roll- 
on lotion deodorant. A 
revolving, plastic mar- 
ble top permits a per- 
manently free flow of 
the deodorant when 
the applicator is rolled 
over the skin. Ban goes 
on easily and quickly 
without messy running 
or dripping. Scented 
with a light floral fra- 
grance, Three months’ 
supply, 98 cents. 





Glamour note for tired, 
tender feet-Dr. Scholl’s 
Foot Stick. This cool- 
ing, soothing prepara- 
tion comes in solidified 
form (just like your 
favorite stick cologne ) 
and is applied simply 
by rubbing it on the 
feet. Contains chloro- 
phyll and is menthol- 
ized for coolness. Foot 
Stick is available at 
shoe, drug, and depart- 
ment stores for $1. 





Soft Touch, Toni’s in- 
delible new Viv lip- 
stick, enables you to 
be beautifully groomed 
hour after hour with- 
out renewing your lip- 
stick. Rich and creamy 
in texture, Soft Touch 
“glides” onto lips easi- 
ly and feels more natu- 
ral and comfortable 
than most indelible- 
type lipsticks. Comes 
in coral, red, and rose. 
Costs $1.25, plus tax. 





Created as a color com- 
panion for the new 
Coty “24” lipstick, Su- 
per Sheen Nail Polish 
comes in the same ar- 
ray of pretty reds that 
have been such long- 
time favorites in Coty 
lipsticks. It is concen- 
trated in consistency, 
yet flows on easily and 
is amazingly quick dry- 
ing. The plastic cone- 
shaped top is easy to 
hold and manipulate, 
a real aid to salon-per- 
fect manicures at home. 
Costs 60 cents, plus tax. 











QUICK, CLEAN, NEAT 
NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There's no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 


Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-Kleen tape dispenser, are 
boxed in 1/6”, 2/6” 

and 5/6” widths. 






My Name 





B 


1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 


LAID ON with a finger-touch. 





2. TYPE ON with a light touch, 
using the same carbon. No need to 
remove the master from the type- 
writer... no realigning 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


eee eee ae 


AVERY ADHESIVE LABEL CORP. DIV. 152 


117 Liberty St.,New York6 608 S. Dearborn St., Chicago 5 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kleen Correction Tape 








Address 


Company ee - — 





City 


—— — 
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KLENZO THUD § 


PAPER-WRAPPED 


ERASER 


e fits dainty hands more 


oluliclatel el hy 


® erases single letters 


more easily 


® saves time and effort 


At all stationers—or write for 
FREE SAMPLE 530-T KLENZO Thin 


531-T with Brush 


IN Ear am sihelttel-liMmeleli-lali-teM-+ call 
sive! Pull the string and zip 


i 


you get the point every time! 











The Handiest Gadget 
precision pencil sharpener 


and tape dispenser “COMBI” 


A new idea in a desk accessory 

for OFFICE or HOME. 
Any small roll of tape will fit 
into the base (up to ¥%‘' width). 
A most practical combina- 
tion for EVERY DESK—a 
perfect point with a twist of 
the wrist. Ask your stationer, 
or write to 


FRED BAUMGARTEN, Dept. X-9, 
STATION F, ATLANTA, GA. 





ee 


to Dinner. 


ogee Guest 
of honor, 
no less 
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write 
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Moral: Use your Keith Clark Desk Calendar to arrive 
~~ at important business and social engagements The Calendars 
2 —calmly, efficiently, and socially relaxed 


| | BE 
WELL-APPOINTED 
.. ALWAYS 








Ask your stationer for prices 


WORK-A-DAY 


SCHEDULE-A-DATE 


that work for you 


pd Keith Clark, H¢., 130 West 42nd St., New York 36, N.Y 
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GOT THE TOO-BUSY BLUES? 


(Continued from page 21) 








Try to Set a Special Time for Recurring Chores. If you 
have certain jobs that come at regular intervals—such 
as reports or mailings—set aside a definite day for them 
(well in advance of the deadline!) and try to tackle 
these jobs first on the day they’re scheduled. 


Keep Chit-Chat under Control. Purely social conver- 
sation is a vital part of office life. It maintains the 
friendly atmosphere that makes your job enjoyable. 
But your job comes first. Be nice to long-winded Mr. 
Waters, but not so nice that you lose too much time. 
Limit your gab fests. When you're just bursting to 
tell someone a story, make it short—even if it kills 
you—especially when it’s a busy day. Long. stories 


ire best saved for lunch hours. 


Save Your Boss Time. It 7 
not only helps him, but | 
also helps you. The more 
advance notice and helpful 
preparation you can give 
him on upcoming prob- 
lems, the fewer times youll — =| 
be interrupted by those 

emergencies that your boss OC 
has created. Help with 





phone calls by screening 
out all those that don't de- 
mand his specific attention or that should be routed to 
other departments. Try to keep him from being both- 
ered when he’s busy—he'll finish that report for you so 
much sooner, and you won't be rushed in typing it. 


If Your Skills Are at Fault, — 
Brush Up. Poor typing and 
space-pocked shorthand 
notes are a bane to any- 
body's efficiency. Typing 
can be improved by fifteen- 
minute daily drills either 
before work or during 
lunch hours. The easiest 
way to improve your short- 





hand speed is to read as 

much shorthand as possible 

(such as: the stories in this magazine). You can also 
practice taking dictation from the radio. And, most 
important, learn your boss’s vocabulary and the diffi- 
cult or technical phrases he uses. Check past corre- 
spondence for these difficult words and practice the 
outlines until they become thoroughly familiar. 


Do Important Jobs When You're Most Alert. If your 
energy dwindles as the day progresses, try to do more 
demanding work in the morning. Routine chores such 
as filing, getting supplies, tidying your office, etc., can 
be left to low-ebb hours in the late afternoon. 


TODAY’S SECRETARY e September, 1955 





to 


SO 


\ 


f 


Iso 
»st 
fi - 
re- 
he 


ur 
re 
ch 
an 


TOT Ag Om 
Ye aa aa a ie ee 
—or yi tome em 2 
lle sana sd , OO ge dine ee 
heat ee ty. i 

ie ° eel are a double a 


lem-- “72 AO} oo bee se | 
RE 


en 


of eee 


<— 
oF A . : A 
* — _y ——- we 
Z “oad 4 
“a 7 = 
C 
TE ee - nett = Aa 





27 
Ol ius — no > | like my job. 
fmf o&/, a 


PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 


(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Samples sent only on request when 
letterhead of company is used. 
Department $ 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 





Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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THE NEW imPROVED 


COPY-RIGHT Copyholder 


for over 30 
years the 
‘most wanted" 
copyholder... 
now manufac- 
tured by Curtis- 
Young Corpo- 
ration. 
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Copyholders — Duplicating Supplies — Carbons — Ribbons 


110 West 18th Street * New York 11, N. Y.* Cable: CURTYOUNG 


MAKE MONEY WRITING 


. « Short paragraphs ! 


You don’t have to be a trained author to make money 
writing. Hundreds now making money every day on short 
paragraphs. I tell you what to write, where and how to 
sell; and supply big list of editors who buy from begin- 
ners. Lots of small checks in a hurry bring cash that adds 
up quickly. No tedious study. Write to sell, right away. 
SEND FOR FREE FACTS 
BENSON BARRETT 
1751 Morse Ave., Dept. 115-J, Chicago 26, Ill. 




















, Miss Secrelary: Clip this, place it on your Boss’s desk! 





EFFICIENCY-BOOSTING 
FILE-A-SIST 





Work-saving File-A-Sist makes every filing job 
faster and easier. Hooks on any file drawer—left or right side. Holds 
letter and legal size papers. Green or gray finish. 
For Limited 30 Day FREE Trial Offer, clip 
ad, attach to letterhead and send to 


* 2222 WEST CLYBOURN ST. 
MILWAUKEE 3, WISCONSIN 


PLANS FOR OFFICE SHOWERS 


(Continued from page 29) 





present. (For larger groups, a check-off gift list is a 
good idea. ) 

All Barbara’s R.S.V.P.’s were returned in the affirm- 
ative, and the Office Shower at Home was a huge suc- 
cess. She served tea, sandwiches, cake, and coffee; 
provided favor decorations that became souvenirs for 
the guests; and was hostess to a thoroughly enjoyable 
gathering at small expense. 


CasE C—A SMALL OFFICE where the female staff was 

limited to bookkeeper, receptionist, secretary, and jun- 

ior executive. The secretary was altar-bound, and the 
other three women planned a celebration. 

Because the junior executive was new in the office, 
she was not so close to the secretary as the other two 
girls. She took over the monitor board while the three 
“buddies” went to lunch. Jane, the bride-to-be, was 
surprised when she was ushered into a plush restau- 
rant and told that lunch was a treat. Then, she was 
doubly surprised, on returning to the office, to find her 
desk gala with crepe paper ruffles and ribbons and a 
lovely gift in the middle of it all. The junior executive 
had taken over, as planned, during the girls’ absence. 
It was a smooth arrangement: all three girls had con- 
tributed towards the gift, while Jane’s two closer 
friends had made the additional gift of a luncheon 
celebration. 

These basic ideas can be varied to fit any circum- 
stance. But whatever type of office shower you plan, 
the following rules should be considered: 

1. Keep it simple. Don’t upset office routine with 
fussy arrangements. 

2. Make it optional. It’s unfair to force innocent by- 
standers into shower expenses. 

3. Keep the cost low. If special friends want to spend 
more, they can do it individually. 

4. Estimate costs generously. It’s better to have 
cash left over than to be caught short at the eleventh 
hour. Extra money can go toward a corsage, decora- 
tions, or additional food. 

5. Co-operate: even if you're not the originator, you 
can still assist in preparation and clean-up. 

6. One large group gift, such as a major electrical 
appliance, is often preferable to many small, individ- 
ual gifts. 

7. A fixed contribution should be set for a group 
gift. It should be low enough so that everyone who 
would like to be included can afford it. Here, again, 
close friends may add individual gifts. 

8. If group-gift contributions are optional, it’s un- 
pleasant to keep a list of who put in how much. 
Use an anonymous collection system, such as a box 
with a slit in the top. 

9. Select hearty, simple food. Not everybody can 
be expected to share your taste for such exotic dishes 
as curried meat balls. 
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10. Remember—an office shower is fun, not work! 
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LIFE IN AN IDEA FACTORY 


(Continued from page 23) 





“When all the answers had been received, with sam- 
ples and prices, Mr. Pearl tested the papers. He se- 
lected those that he thought most suitable for the 
toy, and I then went down to the customhouse to 
check the prices and duty that had been quoted by the 
firms from abroad. We always double check the manu- 
facturers’ figures, if possible, before we make price 
quotations to our clients.” 


\In. PEARL, ANNE WILL TELL YOU, feels a strong sense of 
responsibility both to his clients and to the people who 
work with him. “He’s a very understanding boss,” she 
says, “but there are things he won't tolerate. For in- 
stance, he feels that people should either like their 
jobs or leave them. He says that we live too much of 
our lives on the job to do work that we don't enjoy. 

“He also insists that everyone who works here must 
show their associates the same consideration and re- 
spect they show him. It’s like putting the Golden Rule 
into action at the office level.” 





Anne is as fascinated by the latest Curtis Pearl designs 
foal 


as any visitor. Here she watches one of the engineers put 
together a do-it-yourself model of an atomic-powered plane 
that will gladden the heart of many a boy this Christmas. 


Because Mr. Pear] follows his own rules, he decided 
to hire a young man to run some of the errands 
that Anne had been doing, to give her more time in 
the office and make her job easier. 

The young man, a student engineer, was hired. But 
his first love is the workshop, two big rooms behind 
the office and the conference room. And his main in- 
terest is helping the engineers. 

Anne follows Mr. Pearl’s rules too. She respects 
the interests of this newest addition to the staff. (“He 
may be another idea man in the making!”) So Anne 
Hammer continues to run almost as many errands as 
she ever did. 

“That’s life,” she says and smiles happily, “life in an 
idea factory!” 





A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 
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RNNNVNASOW 


Manufacturing Company 
Framingham, Massachusetts 
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Every essential typing feature 


- is engineered into the 


Smith-Corona “EIGHTY-EIGHT” SECRETARIAL 






The Smith-Corona “Eighty-Eight” office typewriter 
vives effortless speed, smooth responsive action 


and a feather-light touch. 
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JOB-PROVED 
SMITH-CORONA 
ELECTRIC with the 


most efficient keyboard 


Its advanced engineering and design give you 
many invaluable typing features... the 


88-character Color-speed Keyboard, 


ever designed 


Instant-Set Margins and amazing Page Gage 

that takes the guesswork out of page-end typing. 
The “Eighty-Eight” is the finest office typewriter 
in our fifty year history. Wherever you find 

this beautiful Smith-Corona at work you find happy 


secretaries and satisfied employers. Phone today 





for a revealing ten minute demonstration 


@eeeeeeeeeeveeeeeaeee eee 


SMITH-CORONA ING SYRACUSE 1 N Y BRANCH OFFICES OR FULL LINE DEALERS IN ALL PRINCIPAL CITIES 








TRY THIS 
GREGG-APPROVED 
ESTERBROOK PEN He 





Ra 


Today, switch to an Esterbrook Pen for your 
Gregg writing. See the difference it makes. 
Watch yourself pick up speed. Notice how 
much less tired your hand gets. And why not? 


THE RIGHT POINT FOR THE WAY ~ ‘=~ > S 
YOU WRITE GREGG SHORTHAND 








WITH THIS 
GREGG-APPROVED 
~p ESTERBROOK POINT 
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FOR MORE SPEED...FOR CLEARER NOTES 


Gregg Shorthand was designed to be written 
with a pen. Using anything else can cut your 
speed as much as 10%. And ink-written notes 
stay clear and sharp indefinitely. They’re easier 
to read. Easier to transcribe. 


This pen was made especially for Gregg 
Shorthand. And everything about it is Gregg- 
Approved for Shorthand. 


Get your Gregg-Approved Esterbrook Pen at 
the nearest pen counter. The price, complete 
with the special Gregg-Approved point (No. 
1555) is most modest... scarcely more than 
a pair of party nylons. Extra points (to elimi- 
nate the annoyance of repair delays should you 
ever damage the original point) are only 50c. 
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No. 1555 





SHORTHAND PEN 


Teachers: Write for FREE Dictation Facts Booklet No. 6 
—‘‘Facts that everyone should know about Fountain Pens.”’ 


THE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 


MADE IN U.S.A., 
CANADA AND 
ENGLAND 








